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HIPAA Privacy Rules 
The Health Insurance Portability and Accountability Act of 1996 (HIPAA – Public Law 104-
191) and the HIPAA Privacy Final Rule1 provides protection for personal health information.  
The regulations became effective April 14, 2003.  First Health Services developed HIPAA 
Privacy Policies and Procedures to ensure operations are in compliance with the legislative 
mandated. 

Protected health information (PHI) includes any health information whether verbal, written, or 
electronic, that is created, received, or maintained by First Health Services Corporation.  It is 
health care data plus identifying information that allows someone using the data to tie the 
medical information to a particular person.  PHI relates to the past, present, and future physical 
or mental health of any individual or recipient; the provision of health care to an individual; or 
the past, present, or future payment for the provision of health care to an individual.  Claims 
data, prior authorization information, and attachments such as medical records and consent 
forms are all PHI. 

The Privacy Rule permits a covered entity to use and disclose PHI, within certain limits and 
providing certain protections, for treatment, payment, and health care operations activities.  It 
also permits covered entities to disclose PHI without authorization for certain public health and 
workers’ compensation purposes, and other specifically identified activities. 

                                                      
1 45 CFR Parts 160 and 164, Standards for Privacy of Individually Identifiable Health Information; Final Rule 
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Preface 
The Procedures Manual for the Virginia Medicaid Management Information System (VaMMIS) 
is a product of First Health Services Corporation. Individual manuals comprise the series of 
documents developed for the operational areas of the VaMMIS project.  Each document 
includes an introduction, a functional overview of the operations area, workflow diagrams 
illustrating the processing required to accomplish each task, and descriptions of relevant inputs 
and outputs.  Where appropriate, decision tables, lists, equipment operating instructions, etc. are 
presented as exhibits, which can be photocopied and posted at unit workstations.  Relevant 
appendices containing information too complex and/or lengthy to be presented within a 
document section are included at the end of the document. 

Use and Maintenance of this Manual 

The procedures contained in this manual define day-to-day tasks and activities for the specified 
operations area(s).  These procedures are based on First Health Services’ basic MMIS Operating 
System modified by the specific constraints and requirements of the Virginia MMIS operating 
environment.  They can be used for training as well as a source of reference for resolution of 
daily problems and issues encountered. 

The unit manager is responsible for maintaining the manual such that its contents are current 
and useful at all times.  A hardcopy of the manual is retained in the unit for reference and 
documentation purposes.  The manual is also available on-line for quick reference, and users are 
encouraged to use the on-line manual.  Both management and supervisory staff are responsible 
for ensuring that all operating personnel adhere to the policies and procedures outlined in this 
manual. 

Manual Revisions 

The unit manager and supervisory staff review the manual once each quarter.  Review results 
are recorded on the Manual Review and Update Log maintained in this section of the document.  
Based on this review, the unit manager and supervisory staff determine what changes, if any, are 
necessary. The unit manager makes revisions as applicable, and submits them to the Executive 
Account Manager for review and approval.  All changes must be approved by the Executive 
Account Manager prior to insertion in the manual. When the changes have been approved, the 
changes are incorporated into the on-line manual.  Revised material is noted as such to the left 
of the affected section of the documentation, and the effective date of the change appears 
directly below.  A hardcopy of the revised pages are inserted into the unit manual, and copies of 
the revised pages are forwarded to all personnel listed on the Manual Distribution List 
maintained in this section of the manual. 
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Flowchart Standards 

The workflow diagrams included in this document were generated through the flowcharting 
software product Visio Professional. Descriptions of the basic flowcharting symbols used in the 
VaMMIS documentation are presented below. 

Manual Process.  
No automated processes are 
used; e.g., clerical function.

Off-page Connector

Communication Link

Large Processing 
Function

Data Preparation 
Processing; e.g., mailroom, 
computer operations, etc.

Create a Request Data maintained in a 
master datastore. Decision

Information entered 
or displayed on-line.

Data stored on 
diskette media.

On-line Storage; e.g., 
CD-ROM, microform, 

imaged data, etc.

Input or Output Tape Multiple Outputs; 
e.g., letters, reports

External Entity. 
Source of entry or 

exit from a process.
Single Output;

e.g., letter, report, 
form, etc.  
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1.0 Overview of the Virginia Medical Assistance
 Program 
The Commonwealth of Virginia State Plan under Title XIX of the Social Security Act sets forth 
the Commonwealth’s plan for managing the Virginia Medical Assistance Program (VMAP).  It 
defines and describes the provisions for: administration of Medical Assistance services; covered 
groups and agencies responsible for eligibility determination; conditions of and requirements for 
eligibility; the amount, duration, and scope of services; the standards established and methods 
used for utilization control, the methods and standards for establishing payments, procedures for 
eligibility appeals; and waivered services. 

1.1 Standard Abbreviations for Subsystem Components 
For brevity, subsystem components use these abbreviations as part of their nomenclature. 

Abbreviation  Subsystem  

AM  Automated Mailing  

AS  Assessment (Financial Subsystem)  

CP  Claims Processing  

DA  Drug Application  

EP  EPSDT (Early Periodic Screening, Diagnosis, and Treatment)  

FN  Financial Subsystem  

MC  Managed Care (Financial Subsystem)  

MR  MARs (Management and Reporting)  

POS  Point of Sale (Drug Application)  

PS  Provider  

RF  Reference  

RS  Recipient  

SU  SURS (Surveillance Utilization and Review)  

TP  TPL (Financial Subsystem)  
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1.2 Covered Services 
The Virginia Medical Assistance Program covers all services required by Federal legislation and 
provides certain optional benefits, as well.  Services are offered to Medicaid Categorically 
Needy and Medically Needy clients.  In addition, certain services are provided to eligibles of the 
State and Local Hospitalization (SLH) program and the Indigent Health Care (IHC) Trust Fund.  
SLH, Temporary Detention Orders (TDO), and IHC are State and locally funded programs with 
no Federal matching funds.  SLH is a program for persons who are poor, but not eligible for 
Medicaid in Virginia, which is funded by the Commonwealth and local counties. 

Services and supplies that are reimbursable under Medicaid include, but are not limited to: 

 Inpatient acute hospital  
 Outpatient hospital  
 Inpatient mental health  
 Nursing facility  
 Skilled nursing facility (SNF) for patients under 21 years of age  
 Intermediate care facilities for the mentally retarded (ICF-MR)  
 Hospice  
 Physician  
 Pharmacy  
 Laboratory and X-ray  
 Clinic  
 Community mental health  
 Dental  
 Podiatry  
 Nurse practitioner  
 Nurse midwife  
 Optometry  
 Home health  
 Durable medical equipment (DME)  
 Medical supplies  
 Medical transportation  
 Ambulatory surgical center.  
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Many of the services provided by DMAS require a co-payment to be paid by the recipient.  This 
payment differs by type of service being billed, according to the State Plan. Payment made to 
providers is the net of this amount. 

General exclusions from the Medicaid Program benefits include all services, which are 
experimental in nature, cosmetic procedures, acupuncture, autopsy examination, and missed 
appointments.  In addition, there are benefit limitations for specific service categories that must 
be enforced during payment request processing. 

1.3 Waivers and Special Programs 
In addition to the standard Medicaid benefit package, the Commonwealth has several Federal 
waivers in effect which provide additional services not ordinarily covered by Medicaid, as well 
as special programs for pregnant women and poor children.  The programs include: 

 Elderly and Disabled is a Home and Community Based Care (HCBC) waiver program 
covering individuals who meet the nursing facility level-of-care criteria and who are at risk 
for institutionalization.  In order to forestall institutional placement, coverage is provided 
for: 

 Personal Care (implemented 1982) 
 Adult Day Health Care (implemented 1989) 
 Respite Care (implemented 1989) 

 Technology Assisted Waiver for Ventilator Dependent Children is a HCBC waiver 
implemented in 1988 to provide in-home care for persons under 21, who are dependent upon 
technological support and need substantial ongoing nursing care, and would otherwise 
require hospitalization. The program has since been expanded to provide services to 
individuals over age 21.  

 Mental Retardation Waiver includes two HCBC waivers that were implemented in 1991 
for the provision of home and community based care to mentally retarded clients.  They 
include an OBRA waiver for persons coming from a nursing facility who would otherwise 
be placed in an ICF/MR, and a community waiver for persons coming from an ICF/MR or 
community.  The Department of Mental Health, Mental Retardation, and Substance Abuse 
Services (DMHMRSAS) updates the eligibility file for Mental Retardation Waivers.  

 AIDS/HIV Waiver is a HCBC waiver implemented in 1991 that provides for home and 
community based care to individuals with AIDS, or who are HIV positive, and at risk for 
institutionalization.  

 Assisted Living Services include two levels of payment, regular and intensive. Regular 
assisted living payments (per day per eligible recipient) are made from state funds. Intensive 
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assisted living payments (per day per eligible recipient) are covered under an HCBC waiver 
and are made from a combination of state and federal funds.  

 Adult Care Resident Annual Reassessment and Targeted Case Management provides 
for re-authorization and/or follow-up for individuals residing in assisted living facilities.  
The program includes a short assessment process for individuals who are assessed at the 
residential level and a full assessment for individuals who are assessed at the regular or 
intensive assisted living level.  The targeted case management is provided to individuals 
who need assistance with the coordination of services at a level which exceeds that provided 
by the facility staff.  

 PACE/Pre-PACE Programs provide coordination and continuity of preventive health 
services and other medical care, including acute care, long term care and emergency care 
under a capitated rate.  

 Consumer-Directed Personal Attendant Services is a HCBC waiver that serves 
individuals who are in need of a cost-effective alternative to nursing facility placement and 
who have the cognitive ability to manage their own care and caregiver.  

 MEDALLION Managed Care Waiver is a primary care physician case management 
program.  Each recipient is assigned a primary care physician who is responsible for 
managing all patient care, provides primary care, and makes referrals.  The primary care 
physician receives fees for the services provided plus a monthly case management fee per 
patient. 

 MEDALLION II Managed Care Waiver is a fully capitated, mandatory managed care 
program operating in various regions of the State. Recipients choose among participating 
HMOs, which provide all medical care, with a few exceptions. 

 Options is an alternative to MEDALLION where services are provided through network 
providers, and the participating HMOs receive a monthly rate based on estimated Medicaid 
expenditures. 

 Client Medical Management (CMM) is the recipient "lock-in" program for recipients who 
have been identified as over utilizing services or otherwise abusing the Program. These 
recipients may be restricted to specific physicians and pharmacies. A provider who is not the 
designated physician or pharmacy can be reimbursed for services only in case of an 
emergency, written referral from the designated physician, or other services not included 
with CMM restrictions. The need for continued monitoring is reviewed every eighteen (18) 
months. The services not applicable to CMM are renal dialysis, routine vision care, Baby 
Care, waivers, mental health services, and prosthetics. 

 Baby Care Program provides case management, prenatal group patient education, nutrition 
counseling services, and homemaker services for pregnant women, and care coordination for 
high risk pregnant women and infants up to age two. 
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1.4 Eligibility 
Medicaid services are to be provided by eligible providers to eligible recipients. Eligible 
recipients are those who have applied for and have been determined to meet the income and 
other requirements for the Department of Medical Assistance Services (DMAS) services under 
Medicaid.  Virginia also allows certain Social Security Income (SSI) recipients to “spend down” 
their income to Medicaid eligibility levels by making periodic payments to providers. 

Virginia is a Section 209(b) state, meaning that the DMAS administers Medicaid eligibility for 
SSI eligibles and State supplement recipients locally through the Department of Social Services 
(DSS).  DSS administers eligibility determination at its local offices and is responsible for 
determining Medicaid eligibility of Temporary Assistance to Needy Families with Children 
(TANF), Low-Income Families with Children (LIFC), and the aged.  DSS also determines 
financial eligibility of blind and disabled applicants.  In addition, the Department of Mental 
Health, Mental Retardation, and Substance Abuse Services (DMHMRSAS) administers 
recipient eligibility for Mental Retardation Waivers. The Department of Visually Handicapped 
(DVH) and the Department of Rehabilitative Services (DRS) are responsible for determining the 
degree of blindness of an applicant and the determination of medical necessity, respectively. 

Three categories of individuals are eligible for services under the VMAP: Mandatory 
Categorically Needy, Optionally Categorically Needy, and Optionally Medically Needy. In 
addition, DMAS operates two other indigent healthcare financing programs, the State and Local 
Hospitalization (SLH) and the Indigent Health Care (IHC) Trust Fund. 

1.5 Eligible Providers and Reimbursement 
Qualified providers enroll with the VMAP by executing a participation agreement with the 
DMAS prior to billing for any services provided to Medicaid eligibles. Providers must adhere to 
the conditions of participation outlined in the individual provider agreement.  To be reimbursed 
for services, providers must be approved by the Commonwealth and be carried on the Provider 
Master File in the MMIS. 

DMAS employs a variety of reimbursement methodologies for payment of provider services. 
Inpatient hospital and long-term care facilities are reimbursed on a per diem prospective rate, 
which goes into effect up to 180 days after the beginning of the rate period to allow for 
retroactive payment adjustments. Settlement is based on a blend of the per diem rate and the 
APG/DRG Grouper reimbursement methodology.  Other providers are reimbursed on a fee-for-
service (FFS) basis according to a Geographic Fee File maximum amount allowed.  In the FFS 
methodology, payment is the allowed amount, or the charge, whichever is less; payment is 
adjusted by co-payment, as well as by any third-party payment.  Medicare co-insurance and 
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deductibles received in the crossover system are reduced to the Medicaid allowance when the 
Medicare payment and the Medicaid co-insurance amount would exceed the Medicaid-allowed 
amount.  In addition to these payment methodologies, the MEDALLION managed care program 
uses case management fees as well as FSS.  MEDALLION II is fully capitated and uses a per 
member, per month, payment methodology.  Health maintenance organizations (HMOs) 
participating in the Options program are paid a monthly rate based on estimated Medicaid 
expenditures.  Monthly fees are also paid for Client Medical Management (CMM). 
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2.0 Document Scanning and Data Correction 
The diagrams on the following pages present a graphic depiction of the document scanning and 
data correction processes.
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3.0 Optical Character Recognition (OCR) Workflow 
The OCR workflow is performed on HCFA-1500, CMS-1500, and UB-92 Payment requests. It 
involves using recognition technology to capture data and the Data Capture Operators to enter 
questionable characters and perform data verification. This process is only used on forms that 
are printed in red. 

All OCR documents are scanned to produce electronic images that are used for retrieval and 
data capture. The major scanner settings for these documents are as follows: 

 Image resolution: 300dpi 
 Simplex (one side of page only). 

3.1 Scanner Job Names 
Scanner job names identify the batch scanning software to be used to scan a group of 
documents; the number of documents that are to be scanned as a batch and when a separator 
sheet is required. It also identifes the processing route. Any HCFA-1500, CMS-1500’s, or UB-
92 claim that requires special batching will also use the following scan job names: 

Scan Job Name Description 

HCFAPLUS HCFA-1500 with attachments 

CMS1500PLUS CMS-1500 with attachments 

UB92PLUS UB-92 with attachments 

HCFA HCFA-1500 without attachments 

CMS1500 CMS-1500 singles 

UB92 UB-92 without attachments 

Procedure 

1. At the beginning of each day, the Image Control Number is either entered or verified for 
correctness at the document scanner. 

2. Due to the large volume, HCFA-1500 claims will be scanned first, followed by the UB’s. 
This sequence can be changed at anytime. 

3. Once the operator is ready to scan the selected claims, the appropriate scan job is 
selected. 

4. After several batches have been scanned, the operator presses the Process button to send 
these batches to the OCR jobflow process. 

5. This process continues until all HCFA-1500 and UB’s have been imaged. 

Confidential and Proprietary Page 16 
 



Document Scanning and Data Correction – VAMMIS Procedure Manual 
 

6. Payment Requests are staged in the imaging area until Quality has been performed. 

List of Scanner Job Names 

Batch Name 
Prefix Scanner Job Name Invoice Type 

HCA 1 HCFA Plus HCFA-1500 Attachments 

HCN 1 HCFA HCFA-1500 Singles 

UBA 1 UB92 Plus UB-92 Attachments 

UBN 1 UB92 UB-92 Singles 

HCA 1 HCFA K Plus HCFA-1500 handwritten Singles 

HCN 1 HCFA K HCFA-1500 handwritten Attachments 

UBA 1 UB92 K Plus UB-92 handwritten Attachments 

UBN 1 UB92K UB-92 handwritten Singles 

UXA 2 UX92 Plus UB/T18 Crossover Attachments 

UXN 2 UX92 UB/T18 Crossover Singles 

UXA 2 UX92 K Plus UB/T18 Crossover Handwritten Attachment 

UXN 2 UX92 K UB/T18 Crossover Handwritten Singles 

HXA 1:CMS1500 OCR-Plus HCFA CMS 1500 Attachments 

HXN 1: CMS1500 OCR HCFA CMS 1500 Singles 

HXA 1: CMS1500 KEY HCFA CMS 1500 Handwritten Attachments 

HXN 1: CMS1500 KEY-Plus HCFA CMS 1500 Handwritten Singles 

3.2 Start Up the Scanner 
To start the scanning operation, the following tasks must be performed. 

 Start the scanner machine. 
 Log on and start the software program (Capture). 

Always follow these rules when using the scanner and scanner program: 

 Turn the scanning machine on before turning on the workstation. 
 At the end of the work day, choose Exit to close the Capture software program. Wait until 

the Shutdown message appears before turning the power off. 
 Turn off the scanner using the button at the back. 

Procedure 

1. Turn on the scanning machine. 
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2. Turn on the attached workstation. 

3. Log on using the special logon. 

4. Use the special password for the scanner. 

Note: Each scanner has its own logon and password. See the scanner supervisor for 
these logons/passwords. 

5. Double-click on the Capture Software icon. 

6. Enter the logon and password again. You are ready to scan. 

7. To start the Capture Software program: 

 Click on the Capture icon on the desktop. 
 Click on File, then Open Applications. 
 Click on the job name you want to open. 
 Click on New Batch. 
 Check for the correct batch name and number. 
 Click OK. 
 Click on the green button (GO) on the task bar. 

On the scanner: 

1. Change the Julian date, if necessary. 

2. Check the Julian date and reference number. 

Note: The reference number has to be changed when switching between modes 1 and 2. 

To change the reference number: 

1. Press the Next key. 

2. Key in the Julian date and the next reference number. 

3. Press the Enter key. 

4. Press the green key (GO). 

To stop a batch or the scanner: 

1. Click on the red button on the task bar 

or 

Press the red key. 

To process batches: 
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1. Click on the Batch button on the task bar. 

2. Click on Process All from the drop menu. 

3. Click on Process. 

3.3 Batch Naming Conventions 
The batch name identifies the file names of imaged batches that conform to the following 
schematic. The scanning software names batches in the following format: 

 Batch Name = TTXYYJJJSNNNN.BDF 
 TT = Job type 
 X = Attachment indicator (A = Attachment, N = No Attachment) 
 YY = Two position year 
 JJJ = Receive Julian date 
 S = Scanner identification number (1 or 3) or Special Indicator Switch (S) 
 NNNN = Sequential batch number 

Procedure 

This process is automated and requires no manual intervention except when processing batches 
requiring a special indicator. 

Special Indicator Batches 

1. Change scanner identification number to S. 

2. Scan invoices. 

3. Change scanner identification number back to proper number. 

3.4 Image Naming Conventions 
As images are created in the scanning process, they are named NNNNNNNN.TIF where 
NNNNNNNN is a sequential number assigned by the scanning software. In order to avoid 
duplicate file names, the images associated with a batch will be stored in a subdirectory named 
like the batch name. 

Procedure 

This is an automated process that requires no manual intervention. 
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3.5 Image Control Number 
All claims (Appendix A) and attachments are assigned a 14-digit Image Control Number (ICN) 
for tracking, control and an audit trail reference. As each document is imaged, it is automatically 
stamped with 12-digits of the ICN because of print restrictions of the document scanner. The 
14-digit ICN is composed of a number representing the following: 

 CC = Century positions (not printed) 
 YY = Unit position of year 
 JJJ = Receive Julian date 
 M = Media/Scanner identification number 
 NNNNNN = Sequential batch number 

The ICN is also captured electronically and is included in the image information record within a 
Batch Definition File (BDF). 

Procedure 

At the beginning of each day, the Image Control Number is entered or verified for correctness 
by the Scanner Operator. 

Once the ICN has been entered at the document scanner, each claim and its attachments are 
automatically assigned a sequential Image Control Number. 
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4.0 Optical Character Recognition (OCR) Jobflow 
The OCR jobflow process tracks images through scanning, image preprocessing, recognition 
steps, and provides additional steps to guarantee the validity of data without direct supervision. 
It then assigns batches to operators for post-recognition completion. The jobflow also routes 
batches through the verification process and finally through the export process. The processing 
of batches through all tasks provides easy management of forms processing. 

4.1 Update Batch Control Log 
Immediately after a batch has been scanned, the scan software routes each batch to this task, 
which captures information about each batch as it travels through the system. 

Procedure 

This is an automated process that adds a record to the batch control table and updates the 
following fields: 

 Receive Date - YYYYJJJ 
 Batch Name - NNNNNNNN 
 Beginning ICN - YYJJJMNNNNNN 
 Ending ICN - YYJJJMNNNNNN 

1. Generate The Daily Log Report (Appendix B), which controls totals of documents 
scanned, from the batch control table by using Microsoft Access. 

4.2 Check Batch Definition File (BDF) 
This process ensures that a correct Batch Definition File (BDF) enters the Jobflow system and 
that the Jobflow name is Claimpak. Additional integrity checks are also included. 

Procedure 

This is an automated process that also checks the following: 

 ICN for correct length and format 
 Syntactically correct batch names 
 Syntactically correct image lines, including conformance to the batch-naming schema. 

Failure of any of these checks routes the batch to the Administrative Review Queue. 
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4.3 Form Identification 
This is a critical step of the process which determines if each image has red dropout ink or black 
nondropout ink. It also determines if the document has attachments. With the correct scanner 
bulb, forms printed with special red dropout ink will lose their template during scanning. Lines, 
columns, and other boilerplate features drop out on this type of form, leaving only the data 
behind. These types of forms are good candidates for recognition and are sent to the recognition 
engine for processing. Black non-dropout ink forms are not good candidates for reliable 
recognition and are not processed by the Recognition task. Instead, the data from these forms is 
manually keyed during the Completion process. 

Procedure 

This is an automated process that also checks the following: 

 ICN for correct length and format 
 Syntactically correct batch names 
 Syntactically correct image lines, including conformance to the batch-naming schema. 

If any of these audits fail, the batch is routed to the Administrative Review Queue. 

4.4 Check Identification 
This step ensures that the BDF file contains proper form ID sequencing for multi-page and 
attachment processing. When invalid sequences are found, the batch is passed to the Completion 
– Manual ID task for exception handling. Also sent to the Completion - Manual ID task are 
batches containing images with a form type of 99. This form type is assigned to an image if the 
system is not able to recognize the form as a particular type with a relatively high degree of 
certainty. This step will also check to make sure that any given batch does not contain both 
types of documents. If this condition is the only error in the batch, than an entry will be made in 
the error log and the batch will be routed to the Administrative Review task. 

Procedure 

This is an automated process that requires no manual intervention. 

4.5 Completion - Manual Identification 
In this task, operators handle exception claims that have been routed from the Check 
Identification task. Operators key the correct Form ID numbers that identify sequencing for 
multi-page claims, claims with attachments or low-confidence form identification parameters. 
Operators will key in these number codes to identify the forms. 
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Forms Codes 

HCFA-1500 01 - Red Drop Out forms (Everything in red drops out) 
02 - Xerox, internet and problem Red forms (Black lines are displayed) 
91 - Attachments 

UB-92 03 - Red Drop Out forms (Everything in red drops out) 
04 - Xerox, internet and problem Red forms (Black lines are displayed) 
91 - Attachments 

CMS-1500 01 - Red Drop Out forms (Everything in red drops out) 
02 - Xerox, internet and problem Red forms (Black lines are displayed) 
91 - Attachments 

When done, the claim is then rerouted back to the Check Identification task. 

Note: Any batch that comes through Form ID three (3) times has a problem document. To 
resolve a batch with a problem document, see the Resolve a Problem Batch procedures 
on the following page 

Procedures 

To Start the Form ID process: 

1. Click on Form ID or Job Flow in the XXXXX program. 

2. You see the First Health Job Flow dialog box. 

3. Click on the down arrow. 

4. Highlight Auto Claims. 

5. Click under Task Description. 

6. Highlight Completion Identify Images. 

7. You see the image to be identified. The window title will be: First Health Completion - 
Claim Pak, Job Name and Batch Number 

8. Hold down the right mouse button and move the cursor over the image presented. This is 
to verify that all the red text has dropped out of a Red Drop-Out form. 

9. Identify the form as (HCFA-1500, CMS-1500 or UB) and follow the instructions in the 
table below. 

 If Then 

If all the background has dropped out (red form) Key a 1 For HCFA-1500 and 
CMS-1500 forms A lot or all of the background is still visible Key a 2 
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 If Then 

The form is an attachment Key a 91 

If all the background has dropped out (red form) Key a 3 

A lot or all of the background is still visible Key a 4 

For UB forms 

The form is an attachment Key a 91 

To Correct a Problem Batch 

1. While the document with a problem is still on screen, right-click on the mouse and drag 
the document over to get the document control number. 

2. Click on View, then BDF data from the toolbar. 

3. In the BDF data, find the document control number. If a 99 is at the beginning of the 
document control number line, the problem has a deficiency. 

4. If the document has a 99, go back and check the original document and batch. 

Note: If you cannot identify the problem, contact your supervisor. 

5. If you can identify the problem with the document, exit and close the Form ID program. 

6. Click on the Formware Administrator icon. 

7. Choose Detail, then the Flashlight icon from the toolbar. 

8. Click on the + beside Files. 

9. Click on the job name. 

10. Find the batch with the .BDF extension. Click on it. 

11. Find the document number and highlight it. 

12. Write down the TIF image number (file name). 

13. Press the Delete key. 

14. Go to the top left-hand corner of the window and delete the REM=MultiBDF=2 or 3 text. 

15. Close the batch by choosing Yes from the dialog box. 

16. Click on Job Flow. 

17. Go to Autoclaims 17 and route the batch you have worked on to Completion - Identify 
Images. 

18. Open the Form ID program again. The batch you have just routed will come in and go 
out after you open the program. 

19. Open Windows Explorer. 
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20. Click on Apps in I:Data/Ricnwa01. 

21. Click on Formware and then click on Images. 

22. Select the Job Name and the Batch Number. 

23. Find the TIF image number (file name). 

24. Click on the file name to open and make sure it is the right document. 

25. If it is the right document, press the Delete key. 

4.6 Enhancement 
In the Enhancement process, you will modify and adjust images to improve image quality and 
recognition. Enhancement processing has the ability to perform at the field zone level and is a 
more form-specific type of image processing. It is designed to perform registration, image 
cleanup, and dot matrix smoothing tasks. 

Procedure 

This is an automated process that requires no manual intervention. 

4.7 Recognition 
The Inscript Recognition Engine is used to capture machine print characters, interpret mark 
sense areas (check boxes), detect signature presence, and perform field pausing and validation 
edits. For multi-page forms, validations of total claim charges are performed across all pages of 
the claim. Batches of images and the associated data derived from the Recognition process are 
then passed to the next process. 

Procedure 

This is an automated process that requires no manual intervention. 

4.8 Completion - New (Reject Repair) 
The Completion process is the Data Entry component of the system. The first pass of the 
Completion process performs Reject Repair and Key From Image (KFI). Low-confidence 
characters are presented in queues to Completion operators for repair. Both out-of-context and 
in-context views display for the operator, resulting in a combination of data entry speed and 
accuracy. Images for which recognition was not performed are presented to operators as KFI 
images. Certain field zones for which recognition was not performed are presented to the 
operator as KFI fields. Field zones are highlighted throughout the image to guide the operator 
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through the keying process. Field-level edits do not run during this pass of the Completion 
process. 

Procedure 

Operators are assigned this task as needed throughout the day by a Supervisor. To open a batch 
in this Data Capture process, perform the following steps: 

1. Double click on Jobflow icon. 

2. In the menu box under Jobflow, select Autoclaims. 

3. Under Task Description, select Completion-New. 

4. Once a batch is opened, the image of a document is displayed. If the majority of the 
characters on a claim are recognized, only those characters that are not recognizable will 
appear at the top of the screen for keying. 

5. Continue this process until all documents have been repaired or keyed from Image. 

The batch is closed automatically and the next batch within the queue will appear. 

4.9 Rule Client 
Comprehensive post-completion edits are performed on the combined data from the recognition 
engine and the first pass of the Completion process. Because data derived from Reject Repair 
images have not been validated at this point, forms processed by the recognition engine can still 
contain invalid data and therefore can benefit from the post-completion edits performed by the 
Rule Client process. This step of the system runs the same complex set of edits run by the 
Recognition process. Any fields that fail this process are flagged for review in the next Jobflow 
step. 

Procedure 

This is an automated process that requires no manual intervention. 

4.10 Completion - Remove Flags 
The Completion process is run again in the Remove Flags mode. This allows experienced 
operators to review data that has failed validation and make the necessary corrections. Field 
edits are invoked during this step to reduce the risk of introducing any new errors. For multi-
page claims, only the detail area and total charges fields are entered for the second and 
subsequent pages of a claim. Batches pass from the Remove Flags process to the Verify process. 
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Note: A batch can fail multiple times in the Remove Flags process before moving to the verify 
process. 

Procedure 

Operators are assigned this task as needed throughout the day by a supervisor. To open a batch 
in this Data Capture process, perform the following steps: 

1. Double click on the Jobflow icon. 

2. In the menu box under Jobflow, select Autoclaims. 

3. Under Task Description, select Completion-Remove Flags. 

4. Once a batch is opened, the first image that has an error is displayed and the cursor is 
positioned on the first flagged field, which is enclosed in a red box. Check the validity of 
the data by comparing what is displayed on the image to the data that is enclosed in the 
red box. 

 If the data is correct, depress the Shift+Enter keys or the ] (bracket) key to 
accept the data. 

 If the data is not correct, enter the correct data. 

5. Continue this process until all flagged fields have been corrected within a given batch. 

The batch is closed automatically and the next batch in the queue appears. 

3.11 Completion – Verify 
During the Verify process, completion operators  fields and the data is compared to the existing 
data on a character-by-character basis. Operators receive error messages when comparisons fail, 
and they are forced to either  or correct the data prior to proceeding to the next field. Edits are 
run during this step in the same manner they ran during the Remove Flags process. 

Procedure 

This task is assigned as needed throughout the day by a supervisor. 

1. To open a batch in this Data Capture process, perform the following: 

 Double click on the Jobflow icon. 
 In the menu box under Jobflow, select Autoclaims. 
 Under Task Description, select Completion-Verify. 
 Once a batch is opened, an image of a document is displayed. As data fields are 

being verified, existing data is compared on a character to character basis. If the 
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character doesn’t compare with what already exists, an error message will 
appear. You have the option of displaying what was previously keyed by 
depressing the F3+W keys. If data is incorrect, depress the Del key to correct the 
character or the entire field. 

2. Continue this process until all records within the batch have been verified. 

The batch is closed automatically and the next batch within the queue is displayed. 

4.12 Batch Level Validations 
Batch-level validations are performed against the data in each batch. Errors encountered will be 
logged to the Error Log. Batches that fail a data validity test are routed to the Administrative 
Review queue. 

Procedure 

This is an automated process that requires no manual intervention. The following validations are 
performed in this task: 

 Checks for rejected images 
 Checks for flags 
 Checks for invalid bill types. 

4.13 Export Transaction Data 
Once the data is ready to export, batches are routed to this task. This task causes the transaction 
data to be added to a flat ASCII file that is uploaded to mainframe. 

During the export process, statistical data is captured. An MS Access database will be updated 
with each export. At the end of the day, a report is generated that lists the record and document 
counts of each job type. 

Procedure 

As batches are completed, they are automatically routed to the export queue. The Imaging 
Technician monitors this queue and decides when to export to mainframe. Perform the 
following steps to export batches throughout the day: 

1. Double click on the Jobflow icon. 

2. Open the Jobflow folder. 

3. Go to the toolbar and select the Flashlight icon and Details to display all the contents of 
Jobflow. 
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4. Click on the Jobflow Client icon. 

5. You see the Jobflow window. 

6. Select Autoclaims from the menu box under Jobflow. 

7. Under Task Description, select Export Transaction Data. 

8. Click on OK. 

9. Choose Cancel when a message appears on the screen indicating that no batches are 
currently awaiting processing. You will return to the Jobflow screen. 

4.14 Make an Index File 
The First DARS (Document Archive and Retrieval System requires indexed data elements to 
identify images that are being stored. This tool automatically cretes the indexes using 
information form data records and the scanner. 

Procedure 

This is an automated process that requires no manual intervention. 

4.15 Merge Overlay 
A standard pre-selected form is merged over each image of a red form. 

Procedure 

This is an automated process that requires no manual intervention. 

4.16 Image Export 
This task performs the following: 

 Puts images in multi-page .TIF format 
 Exports images and index data for use by down-stream image management system. 

Procedure 

This is an automated process that requires no manual intervention. 

4.17 Cleanup 
Cleanup is an automated process following Export that deletes unneeded files after data is 
exported. Images, recognition results, and data files are removed from the production 
environment. By deleting unnecessary files once the transfer of the exported data is confirmed, 
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the production environment is optimized, allowing it to run efficiently and achieve the high 
throughput expected from the system. 

Procedure 

This is an automated process that requires no manual intervention. The following types of files 
are deleted during this task: 

 Image enhancement files (ENH) 
 Recognition results files (OCR) 

4.18 Archive Management 
Batch data and its associated Batch Definition File is automatically moved to an Archive 
subdirectory by date received. Associated images remain in the production image file. 
Immediately after the Export task, the Cleanup task automatically scans the Archive 
subdirectories that are least 14 calendar days old. Archive subdirectories that are over 14 days 
old are purged. The purge step results in the deletion of the batch data and related batch 
definition files. In addition, all associated images and their related subdirectories are deleted 
from the data capture system. 

Procedure 

This must be done from Jobflow Monitor #9. 

1. Double-click on the Administration icon. 

2. Select the Files folder. 

3. Click on the Flashlight icon. 

4. Highlight the ARCHIVE.bdf file. 

5. Right-click on the mouse. 

6. Choose Send to, then choose Execute VBA Application. 

7. You see a window open. Highlight ARCHIVEMANAGEMENT.VBP 

8. Choose Open. 

9. You see a list of files open in another window. Chose ARCHIVE.TXT  

10. Choose Open. 

11. When the windows disappear, the archiving is complete. 
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4.19 Administrative Review 
Batches with exception conditions are routed to this queue. 

Procedure 

The Supervisor resolves items in the administrative review queue. 

1. View the queue by using the jobflow maintenance facility. 

2. Consult the error log file. 

3. Determine exception and take corrective action. 

4. Manually re-route to the appropriate queue to continue processing. 
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5.0 Key From Image (KFI) Workflow 
All non-OCR documents are captured using FormWare’s Key From Image capability. Forms 
that only require imaging, such as Assessments also use this workflow. 

All KFI and imaged-only documents are scanned to produce electronic images that are used for 
retrieval and data capture. The major scanner settings for these documents are: 

 Image resolution: 200dpi 
 Simplex (one side of page only) 
 Duplex (both sides). 

5.1 Scanner Job Names 
Scanner job names identify the batch scanning software to be used to scan a group of 
documents; the number of documents that are to be scanned as a batch; and when a separator 
sheet is required. It also identifies the routing process. Any non-HCFA or non-UB claims that 
require special batching will also use these scan job names: 

List of Scanner Job Names 

Batch 
Name 
Prefix 

Scanner Job Name Invoice Type 

HXA 1 CMS 1500 OCR-PLUS HCFA CMS 1500 Typed Attachments 

HXN 1 CMS 1500OCR HCFA CMS 1500 Typed Singles 

HXA 1 CMS 1500 KEY-PLUS HCFA CMS 1500 Handwritten Singles 

U4A 1 UB04 OCR-PLUS UB04 Typed Attachments 

U4N 1 UB04 OCR UB04 Typed Singles 

U4A 1 UB04 KEY-PLUS UB04 Handwritten Attachments 

U4N 1 UB04 KEY UB04 Handwritten Singles 

UCA 2 UB04 OCR CROSSOVER-PLUS UB04 Typed Crossover Attachments 

UCN 2 UB04 OCR CROSSOVER UB04 Typed Crossover Singles 

UCA 2 UB04 KEY CROSSOVER-PLUS UB04 Handwritten Crossover Attachments 

UCN 2 UB04 KEY CROSSOVER UB04 Handwritten Crossover Singles 

TXA 3 TI8 PLUS Title 18s – Attachments 

TXN 3 TI8 Title 18s – Singles 

VXA 4 T18 VA PLUS Title 18s – Adjustments/Voids Attachments 

VXN 4 T18 VA Title 18s – Adjustments/Voids Singles 
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List of Scanner Job Names 

Batch 
Name 
Prefix 

Scanner Job Name Invoice Type 

ACA 5 ACA PLUS Claim Attachment Form 

LTA 6 LTC PLUS Long-Term Care – Attachments 

XMA 7 XIMAGE PLUS 
Documents (not payment requests) for image 
retrieval - Attachments 

FHA 7 FHINDEX PLUS 
Rescan Documents – previously scanned – 
Attachments 

FHN 7 FHINDEX Rescan Documents – previously scanned – Singles 

DAA 8 ADA PLUS Dental – ADA1994, 1999-2000, 2002 – Attachments

DAN 8 ADA Dental – ADA1994, 1999-2000, 2002 – Singles 

PHA 8 PHARMACY PLUS Pharmacy – Attachments 

PHN 8 PHARMACY Pharmacy – Singles 

PCA 8 COMPOUND PHARMACY PLUS Compound Pharmacy – Attachments 

PCN 8 COMPOUND PHARMACY Compound Pharmacy – Singles 

TTA 9 T18 TDO PLUS Title 18 TDO or ECO Attachments 

TTN 9 T18 TDO Title 18 TDO or ECO Singles 

VTA 9 T18VA TDO PLUS Title 18 Adj./Voids TDO or ECO Attachments 

VTN 9 T18VA TDO Title 18 Adj./Voids TDO or ECO Singles 

HTA 9 CMA 1500 TDO PLUS HCFA CMS 1500 TOD or ECO Attachments 

HTN 9 CMS 1500 TDO HCFA CMS 1500 TOD or ECO Singles 

UTA 9 UB04 TDO PLUS UB04 TDO Attachments 

UTN  9 UB04 TDO UB04 TDO Singles 

UEA 9 UB04 ECO PLUS UB04 ECO Attachments 

UEN 9 UB04 ECO UB04 ECO Singles 

* Regular UB04 Crossover Scanner Job Name can be used for UB04 Crossover TDO or ECO. 

Procedure 

1. At the beginning of each day, either key or verify the Image Control Number for 
correctness at the document scanner. 

2. Scan the Prior Review and Authorization Request documents first, followed by Title 18s, 
Pharmacy, Dental ADA, ACNs, Assessments and Miscellaneous forms. Scan claims that 



Document Scanning and Data Correction – VaMMIS Procedure Manual 
 

require Special Batching as they are received. Scan Special Indicator Batches at the end 
of the day. This sequence can be changed at anytime. Sample forms are in Appendix A. 

 When ready to scan the selected type of work, select the appropriate scan job. 

3. After several batches have been scanned, depress the Process button to send that set of 
batches to the KFI jobflow process. 

4. Continue this process until all claims have been imaged. 

5. Stage Payment Requests in the Imaging area until Quality Checks are performed. 

5.2 Start Up the Scanner and Scanning Program 
To start the scanning operation, the following tasks must be performed 

 Start the scanner machine. 
 Log on and start the software program (Capture). 

Always follow these rules when using the scanner and scanner program: 

 Always turn on the scanning machine first, before turning on the workstation. 
 At the end of the work day, choose exit to close the Capture software program. Wait until 

the Shutdown message appears before turning the power off. 

Turn off the scanner using the button at the back. 

Procedures 

To start the scanner: 

1. Turn on the scanning machine. 

2. Turn on the attached workstation. 

3. Log on using the special logon for each scanner. 

4. Use the special password for the scanner. 

Note: Each scanner has its own logon and password. See the scanner supervisor for 
these logons/passwords. 

5. Double-click on the Capture Software icon. 

6. Enter the logon and password again. 

7. You are ready to scan. 

To start the Capture software program: 
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1. Click on the Capture icon on the desktop. 

2. Click on File, the Open Applications. 

3. Click on the job name you want to open. 

4. Click on New Batch. 

5. Check for the correct batch name and number. 

a. Click OK. 

6. Click on the green button on the task bar. 

On the scanner: 

1. Change the Julian date if necessary. 

2. Check the Julian date and reference number. 

Note: The reference number has to be changed when switching between modes 1 and 2. 

To change the reference number: 

1. Press the Next key. 

2. Key in the Julian date and the next reference number. 

3. Press the Enter key. 

4. Press the green (GO) key. 

5. Click on the green button on the task bar. 

To STOP a batch or the scanner: 

1. Click on the red button on the task bar or press the red key. 

To process batches: 

1. Click on the Batch button on the task bar. 

2. Click on Process All from the drop menu. 

3. Click on Process. 

5.3 Batch Naming Conventions 
The batch name identifies the file names of imaged batches. The scan software names batches in 
the following format: 

 Batch Name = TTXYYJJJSNNNN.BDF 
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 TT = Job type 
 X = Attachment indicator (A = Attachment, N = No Attachment) 
 YY = Two position year 
 JJJ = Receive Julian date 
 S = Scanner identification number (1 or 3) or Special Indicator Switch (S) 
 NNNN = Sequential batch number 

Procedures 

This process is automated and requires no manual intervention except when processing batches 
requiring a special indicator. 

Special Indicator Batches 

1. Change scanner identification number to S. 

2. Scan invoices. 

3. Change scanner identification number back to proper number. 

5.4 Image Naming Conventions 
As images are created in the scanning process, they are named NNNNNNNN.TIF where 
NNNNNNNN is a sequential number assigned by the scanning software. In order to avoid 
duplicate file names, the images associated with a batch will be stored in a subdirectory named 
like the batch name. 

Procedure 

This is an automated process that requires no manual intervention. 

5.5. Image Control Number 
All claims and attachments are assigned an Image Control Number (ICN) for tracking, control, 
and an audit trail reference. As each document is imaged, it is automatically stamped with 12 
digits of the ICN because of print restrictions of the document scanner. The 14-digit ICN is 
composed of a number representing the following: 

 CC = Century positions (not printed) 
 YY = Unit position of year 
 JJJ = Receive Julian date 
 M = Media/Scanner identification number 
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 NNNNNN = Sequential batch number 

The ICN is also captured electronically and is included in the image information record within a 
Batch Definition File (BDF). 

Procedure 

At the beginning of each day, the Scanner Operator either enters the Image Control Number or 
verifies the ICN for correctness. 

Once the ICN has been entered at the Document scanner, each claim and its attachments are 
automatically assigned a sequential Image Control Number. 
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6.0 Key from Image (KFI) Jobflow 
The KFI Jobflow process tracks images through scanning, image preprocessing, and provides 
additional steps to guarantee the validity of data without direct supervision. It then assigns 
batches to operators for completion. The jobflow also routes batches through the verification 
process and finally through the export process. The processing of batches through all tasks 
provides easy management of forms processing. 

6.1 Update Batch Control Log 
Immediately after a batch has been scanned, the scan software routes each batch to this task, 
which captures information about each batch as it travels through the system. 

Procedure 

This is an automated process that adds a record to the batch control table and updates the 
following fields: 

 Receive Date - YYYYJJJ 
 Batch Name - NNNNNNNN 
 Beginning ICN - YYJJJMNNNNNN 
 Ending ICN - YYJJJMNNNNNN 

1. Generate the Daily Log Report (Appendix - B), which controls totals of documents 
scanned, from the batch control table by using Microsoft Access. 

6.2 Completion New - Key From Image (KFI)  
The Completion KFI process is the Data Entry component of the system that allows manual 
keying of information from the image. During KFI, Data Entry field zones are highlighted to 
guide the operator through the keying process along with field level edits being performed. 

Procedure 

Operators are assigned this task as needed throughout the day by a Supervisor. To open a batch 
in this Data Entry process, perform the following steps: 

1. Double click on the Jobflow icon. 

2. In the menu box under Jobflow, select KFIJOB. 

3. Under Task Description, select Completion New. 
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4. Once a batch is opened, an image of a document is displayed. Key the information in 
each field that corresponds to the highlighted field zone. 

5. Continue this process until all records within the batch have been entered. 

The batch is closed automatically and the next batch within the queue is displayed. 

6.3 Completion - Key from Image (KFI) Remove Flags 
The completion process is run again in the "Remove Flags" mode. This mode allows 
experienced operators a chance to review the date that has failed validation and make the 
necessary corrections. During this process, field edits are invoked to reduce the risk of 
introducing any new errors. 

Note: The same batch might come back to KFI Remove Flags more than once to verify all 
corrections that were made the first time. 

Procedure 

Operators are assigned this task as needed throughout the day by a Supervisor. To open a batch 
in this Data Entry process, perform the following steps: 

1. Double click on the Jobflow icon. 

2. In the menu box under Jobflow, select KFIJOB. 

3. Under Task Description, select Completion-Remove Flags. 

4. Once a batch is opened, the first image that has an error is displayed and the cursor is 
positioned on the first flagged field. The contents of the flagged field are enclosed in a 
red box. Check the validity of the data by comparing what is displayed in the image to the 
data that is in the red box. 

 If the data is correct, hold down the Shift+Enter keys or the ] (bracket) key to 
 Accept the data as presented. 
 If the data is not correct, enter the correct data. 

5. Continue this process until all flagged fields within the batch have been corrected. 

The batch is closed automatically and the next batch within the queue is displayed. 

6.4 Batch Level Validations 
Batch-level validations are performed against the data in each batch. Errors encountered will be 
logged to the Error Log. Batches that fail a data validity test are routed to the Administrative 
Review queue. 
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Procedure 

This is an automated process that requires no manual intervention. The following validations are 
performed: 

 Checks for rejected images 
 Checks for flags 
 Checks for invalid bill types. 

6.5 Export Transaction Data 
Once the data is ready to export, batches are routed to this task. This task, causes the transaction 
data to be added to a flat ASCII file that is uploaded to the mainframe. 

During the Export process, statistical data is captured. An MS Access database is updated with 
each export. At the end of the day, a report is generated that lists record and document counts 
for each job type. 

Procedure 

As batches are completed, they are automatically routed to the export queue. The Imaging 
Technician monitors this queue and decides when to export to mainframe. Export batches 
throughout the day by performing the following steps: 

1. Double click on the Jobflow icon. 

2. Open the Jobflow folder. 

3. Go to the toolbar and select Flashlight and Details to display all the contents of Jobflow. 

4. In the menu box under Jobflow, select KFIJOB. 

5. Under Task Description, select Export Transaction Data. 

6. Click on OK. 

7. Choose Cancel when a message appears on the screen indicating that no batches are 
currently awaiting processing. You will be returned to the Jobflow screen. 

6.6 Make an Index File 
The First DARS (Document Archive and Retrieval System requires indexed data elements to 
identify images that are being stored. This tool automatically cretes the indexes using 
information form data records and the scanner. 
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Procedure 

This is an automated process that requires no manual intervention. 

6.7 Image Export 
This tasks performs the following: 

 Puts images in multi-page TIFF format 
 Exports images and index data for use by down-stream image management system. 

Procedure 

This is an automated process that requires no manual intervention. 

6.8 Cleanup 
Cleanup is an automated process following Export that deletes unneeded files after data is 
exported. Images, recognition results, and data files are removed from the production 
environment. By deleting unnecessary files once the transfer of the exported data is confirmed, 
the production environment is optimized allowing it to run efficiently and achieve the high 
throughput expected from the system. 

Procedure 

This is an automated process that requires no manual intervention. The following types of files 
are deleted during this task: 

 Image enhancement files (ENH) 
 Recognition results files (OCR). 

6.9 Archive Management 
Batch data, and its associated Batch Definition File, is automatically moved to an Archive 
subdirectory by date received. Associated images remain in the production image file. 
Immediately after the Export task, the Cleanup task automatically scans the Archive 
subdirectories that are at least 14 calendar days old. Archive subdirectories that are over 14 days 
old are purged. The purge step results in the deletion of the batch data and related batch 
definition files. In addition, all associated images and their related subdirectories are deleted 
from the data capture system. 

Procedure 

This must be done from Jobflow Monitor #9. 
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1. Double-click on the Administration icon. 

2. Select the Files folder. 

3. Click on the Flashlight icon. 

4. Highlight the ARCHIVE.bdf file. 

5. Right-click on the mouse. 

6. Choose Send to, then choose Execute VBA Application. 

7. You see a window open. Highlight ARCHIVEMANAGEMENT.VBP 

8. Choose Open. 

9. You see a list of files open in another window. Chose ARCHIVE.TXT 

10. Choose Open. 

11. When the windows disappear, the archiving is complete. 

6.10 Administrative Review 
Batches with exception conditions are routed to this queue. 

Procedure 

The Supervisor resolves items in the administrative review queue. 

1. View the queue by using the jobflow maintenance facility. 

2. Consult the Error Log file. 

3. Determine exception and take corrective action. 

4. Manually re-route to appropriate queue to continue processing. 
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7.0 Failed Image Index Resolution 
When an image file is loaded into the First DARS system, it updates the database with the index 
data that was provided and stores the indexed batch into archive storage. There are occasions 
when this process fails to load image indexes into storage. The procedures in this section 
contain the process for failed image index recognition and resolution. 

7.1 First DARS Image Index Format Task 
First DARS uses index fields to locate records in the database that meet the search criteria 
entered by the user. The index record contains the physical location of an item on a storage 
volume. And allows more efficient access to documents by creating a direct path to a document 
through pointers. 

Example 

Field Names Begin: 

DCN 

State_Code 

Recipient_ID 

Provider_ID 

Field Names End: 

052660161001 

VA 

0600367415 

OP0095 

052660161001.tif 

0 

0 

052660161002 

VA 

0600180378 

PO3834 

052660161002.tif 

0 

0 
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7.2 Identifying Failed Images 
A failed image index is defined as an index that fails to properly load to the First DARS server 
from the local server. A single failed image on an index will prevent the entire index from 
loading, and any one index can contain as many as 100 images. All failed image information is 
contained on the Load Log Report and in the Failed Image Report(or the No Load List) 
generated by the Richmond First Health Service office. 

Procedure 

1. Images (.TIFS) that have failed the import process are errors and can be found: 

 In the DARS error logs, found at http://ondemand.fhsc.com/VIRGINIA_LOGS/, 
when research on a particular day’s activity is needed. 

 The Failed Image Report is a comprehensive report that includes all failed 
images from any period of time, which have not been resolved. See Example 1. 

2. Load logs are replaced weekly with the week’s current log. Old load logs can be found at 
http://ondemand.fhsc.com/VA_LAST_LOGS/. See Example 2. 
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Example 1 - A. Load Logs 
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Summary section of the image load log: 

Statistics for this run:  
 Start time: 03:47 
 Stop time: 03:59 
 Index files present: 374 
 Index files ready: 374 
 Image files requested: 5765 
 Image files ready in index files: 5391 
ERROR:W:Image_files_orphaned_after_loads: 2102 
 OnDemand arsload OK: 374 
 Index files downloaded: 374 
 Image FTP attempts: 5391 
 Image FTP good: 5391 

 

FILE(s) NOT LOADED AS OF Tue Jan 10 11:30:07 EST 2006 
 
Base Directory = /home/arsload/images/imsexport  
 
Orphaned Tif files: 
 
Total: 0 Bad Index files 
  
Total: 0 Orphaned Tif files 

Example 1 - B. Failed Image Report 
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Example 2 

7.3. Method 1 – Resolving Failed Images Using the Load 
Log Report 

Several errors can occur that will prevent an image from loading to OnDemand (DARS). Errors 
can be generated by the following error types: 

A. ARSLOAD Errors 
B. Other Errors: 

1. ERROR:E:TIF_MISSING:hcn 052590166080.tif 
2. ERROR:W:Bad_index_file_hcn042220158.ind: # of tiffs needed. # of tiffs found. 
3. ERROR:W:Index_files_not_ready: # of index files 

4. ERROR:A:Image_files_not_present: # of index files 
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5. ERROR:A:ARSLOAD_Failure:[1] 
[/arsload/mnt/VA/imsexport/hcn/hcn0501220323] 

6. ERROR:E:OnDemand_arsload_FAILED: # of image files 
7. ERROR:W:Image_files_orphaned_after_loads: # of image files  
8. ERROR:F:ARSFTP_Cannot_connect:$@ 
9. ERROR:F:ARSFTP_Cannot_login:$ftp->message 

10. ERROR:F:ARSFTP_cannot_access_$nwpath 
11. ERROR:W:FTP_Download_Error:HCN/052450159043.tif [58072] [0] 

ERROR:W:Image FTP failed: # of image files 

Procedures 

A ARSLOAD Error 

1. To start problem determination, open the System Log folder and view the messages that 
the ARSLOAD program generated during the load process. The message log will contain 
normal processing messages, return codes, and error messages. 

2. If the ARSLOAD program failed during indexing, correct the problem and then restart 
the load process from the beginning. 

Common causes of problems during indexing include: 

 Invalid input files or indexing parameter files, and 
 Insufficient temporary space. 

3. If the ARSLOAD program failed during database processing or storage manager 
processing. Determine and correct the problem. 

4. If a Load ID is listed in the message log that the ARSLOAD program saved in the 
system log, then you can use the ARSADMIN program to unload the data. 

B Other Errors: 

Error Resolution 

To start problem determination, open the Processing log (e.g. 
VA_imagexfer.pl.0600.WED.log.tx) for a specific cycle and view the messages generated 
during the transfer and load process. 

B.1 Image file listed in index file was not available or missing. 

 Possible causes: 

− Image file was not old enough to transfer at transfer time. 
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− Image file could not transfer cleanly at transfer time and was left on the 
server for a later transfer. 

− Image file was not in ABS imaging cluster. 
 Error Type(s): 

− ERROR:E:TIF_MISSING:hcn 052590166080.tif 

− ERROR:W:Bad_index_file_hcn042220158.ind: # of tiffs needed. # of tifs 
found. 

− ERROR:W:Index_files_not_ready: # of index files 
ERROR:A:Image_files_not_present: # of index files 

 Procedures for Resolution: 

− Make sure the image file is on the ABS imaging cluster so it will be 
transferred on the next cycle. 

− Otherwise, generate a new index file without the indexes for that image file 
so the rest of the images can load. 

B.2 The attempted load of a batch into First DARS failed. 

 Possible causes: 

− Improperly formed index file. 

− Error with First DARS applications, such as server processes not 
responding. 

 Error Type(s): 

− ERROR:A:ARSLOAD_Failure:[1] 
[/arsload/mnt/VA/imsexport/hcn/hcn0501220323] 

− ERROR:E:OnDemand_arsload_FAILED: # of index files 
 Procedures for Resolution: 

− Check the error messages associated with the batch load. 

− If there is a problem with an index value, correct the index file and put it on 
the ABS imaging cluster for the next transfer. 

− Otherwise, submit a Help Desk ticket for the First DARS team to research. 

B.3 All of the index files have been processed and some image files remain on the First 
DARS server. 

 Possible causes: 

− Batch was aborted in ABS imaging cluster, but images were left behind. 
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− A file that did not transfer cleanly with its index file finally transferred 
cleanly. The index file was already processed. 

 Error Type(s): 

− ERROR:W:Image_files_orphaned_after_loads: # of image files 
 Procedures for Resolution: 

− Re-create the index file for the images and put it on the ABS imaging 
cluster for the next transfer. 

B.4 Transfer script was unable to communicate properly with the ABS Netware server. 

 Possible causes: 

− Network down 

− Netware server down 

− Configuration change on Netware server 
 Error Type(s): 

− ERROR:F:ARSFTP_Cannot_connect:$@ 
 Procedures for Resolution: 

− Submit a Help Desk ticket. 

B.5 Transfer script was unable to log into the ABS Netware server. 

 Possible causes: 

− Transfer account on ABS Netware server has been disabled 

− Transfer account on ABS Network server has had password changed. 
 Error Type(s): 

− ERROR:F:ARSFTP _Cannot _login:$ftp->message 
 Procedures for Resolution: 

− Submit a Help Desk ticket. 

B.6 Transfer account was unable to change directory to where the images are stored. 

 Possible causes: 

− Rights to images directory have changed. 

− Configuration of images directory has changed to be incompatible with 
UNIX. 

− Images directory has been moved, renamed, or deleted. 
 Error Type(s): 
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− ERROR:F:ARSFTP_cannot_access_$nwpath 
 Procedures for Resolution: 

− Submit a Help Desk ticket 

B.7 File was not the same size after it was transferred as it was before the transfer. 

 Possible causes: 

− TCP error on the LAN caused TCP/IP packet to become corrupted. 

− Image was modified on ABS Netware server during transfer. 

− First DARS Server has run out of disk space. 
 Error Type(): 

− ERROR:W:FTP_Download_Error:HCN/052450159043.tif [58072] [0] 

− ERROR:W:Image FTP failed: # of image files 
 Procedures for Resolution: 

− If there are multiple download errors, submit a Help Desk ticket. 

− If the file is still on the ABS Server, let the next transfer activity process the 
file. 

− If the error repeats for the same file, replace the file on the ABS Server. 

7.4 Method II – Resolving Failed Images Using the Daily 
Control Log 

Several errors can occur that will prevent an image from loading to First DARS (DARS). Errors 
can be generated by the following sources: 

1. Virginia Data Capture Unit 

2. Outsourcing vendor (Automated Business Solutions, Inc), performing data entry for the 
overflow of CMS 1500 claims. 

3. Programming Issues (Resolved by the Imaging Support Team which is Automated 
Business Solutions, Inc). 

Procedures 

When an image index fails to import correctly (load to DARS), the problem has to be researched 
and corrected by the proper source before the image will load to DARS. Daily Control Logs 
identify Batch Names, ICN Ranges and the source of Data Capture. Use the Batch Name or ICN 
to determine the source that is responsible for correcting the problem. 
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Source 1 - Virginia Data Capture Unit: 

1. Identify the batch name that the problem .TIF is in. 

 Pull the Daily Control Log and locate the batch name that the problem .TIF is 
in. 

 Write the batch name down to use for research. 

2. Check batch for the following errors: 

 An attachment identified as a form to be keyed opposed to an actual attachment. 

− Delete the attachment from the batch by selecting Form/Delete from the 
toolbar area then skip to #3. 

 Batch contains duplicate ICN numbers. 

− Page down thru the batch to locate documents with the same ICN. 

− Delete one of the duplicates then skip to #3. 
 All other problems should be addressed with the support team at Automated 

Business Solutions Inc. 

3. Delete the batch name with the extension of .IMG located in the Image folder of the 
batch to be fixed. 

 Open the IMAGE folder from Explore 
 Open the folder of the claim type to be fixed 
 Double click on the batch name 
 Go to the end of the listed TIFS and highlight the batch name with the .IMG 

extension and click Delete. 

4. Create a new .IND for the batch that is being corrected. (This function must be done on 
monitor #9 because the software that performs this task is only on #9.) 

 In Administration, open the file folder of the batch name for which the .IND is 
needed 

 Click the Flashlight icon in the toolbar section. 
 Highlight the batch name (without the .BDF extension) 
 Go to the Toolbar section and choose Process, then Batch Processing, then Edit. 
 In the Program Name area, type in EXECVBA and click OK. 

5. Route BDF to Edits Image Export Folder. (This process resends the corrected image to 
DARS) 

 In Formware Administration, open the Files folder 
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 Open the job name of the batch to be routed 
 Highlight the BDF (Batch with the .BDF extension) 
 From the toolbar section select Process, then select Jobflow, then select 

Autoclaims, then select Edits Image Export, then select OK 

6. Verify images are stored on DARS. 

 The day after the images have been corrected and exported to DARS, search for the range of 
ICN’s that were corrected. If the images are displayed, the problem has been fixed and no 
other action is required. 

 If the images failed to load, open a ticket with the FHSC helpdesk for assistance from the 
DARS team. 

Source 2 - Problem Is Usually With The Index Data Which Was Keyed/Captured 

1. Notify the vendor 

 Give them the problem .TIF and the Batch Name 
 Vendor will research the problem and e-mail the corrected Index data back to the 

Image Tech. 
 Save the IND to the IMSTEMP folder 
 Open e-mail 
 From the Toolbar section, select File, then SaveAs, then Highlight Attachment, 

then Browse, then APPSon I, then Newsys, then I mstemp, then OK, then Save 

2. Route BDF to Edits Image Export Folder (This process resends the corrected image to 
DARS) 

 In Formware Administration, open the Files folder 
 Open the job name of the batch to be routed 
 Highlight the BDF (Batch with the .BDF extension) 
 From the toolbar section select Process, then Jobflow, then Autoclaims, then 

Edits-Image Export, then OK. 

3. Verify Images are stored on DARS. 

 The day after the Images have been corrected and exported to DARS, search for 
the range of ICN’s that were corrected. If the images are displayed, the problem 
has been fixed and no other action is required. 

 If the images failed to load, open a ticket with the FHSC helpdesk for assistance 
from the DARS team. 
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Source 3 - Programming Issues: 

Problems other than the two listed below are addressed with the support team at Automated 
Business Solutions, Inc. 

 An attachment identified as a form to be keyed opposed to an actual attachment. 
 Batch contains duplicate ICN numbers. 
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8.0 Maintenance of Microsoft Access Database 
Maintenance should be performed on the Microsoft Access database on a regular basis. This is 
to keep the database in peak performance. 

8.1 Scheduled Database Maintenance 
It is recommended this procedure be run at least weekly. This procedure must be run from a 
computer where Microsoft Access is installed. All JobFlow machines must be shutdown before 
this procedure is performed. 

Procedure 

1. From Windows Explorer, go to the I:\VAABS\Database folder. 

2. Make a backup copy of BatchCtrl.mdb. 

 Right click and select Copy. 
 Right click again select Paste. 
 Rename the copy file. 

3. Double click on the BatchCtrl.mdb. 

4. Microsoft Access Batch Control (2) screens will be displayed. 

5. Close the Switchboard window by clicking on the X in the upper right corner (first 
screen). 

6. Select Tables under the Objects column. (2nd screen) 

7. Select BatchControlLog. 

8. Select Tools. 

9. Select Database Utilities. 

10. Select Compact and Repair Database. 

11. The BatchCtrl: Database window will close while the repair process is in progress. 

12. When the process is finished, the Switchboard window will reappear. 

8.2 Deleting Old Records In Microsoft Access Database 
This procedure is recommended at least once a year. This procedure must also be run from a 
computer where Microsoft Access is installed. All Job Flow machines must be shutdown before 
this procedure is performed. 
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Procedure 

1. From Windows Explorer, go to the I:\VAABS\Database folder. 

2. Make a backup copy of BatchCtrl.mdb. 

3. Rename the copy file with the year. 

4. Go to the Desktop and click on the Batch Control Log icon. 

5. Close the Switchboard window by clicking on the X in the upper right corner. 

6. Select Table under the Objects column. 

7. Select BatchControlLog. 

8. Highlight records to be deleted. 

9. Then from the task bar select Tools, then Database Utilities, then Compact Repair 
Database. 

10. When the process is finished, the Switchboard window will reappear. 
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Appendix A Input Forms 
Forms in this Appendix 

Form Name Page 

UB-92 Claim Form 61 

HCFA-1500 Claim Form 62 

ADA (DENTAL) 1999 Claim Form 63 

ADA (DENTAL) 1994 Claim Form 64 

ADA (DENTAL) 2002 Claim Form 65 

TITLE XVIII (Medicare) Claim Form 66 

TITLE XVIII (Medicare) Adjustment Form 67 

Pharmacy Claim Form 68 

Compound Pharmacy Claim Form 69 

Claim Attachment Form 70 

CMS 1500 Claim Form 71 

UB04 Claim Form 72 

DMAS 113A – Medicaid HIV Waver Services Pre-Screening Assessment 73-75 

DMAS 113B – Medicaid HIV Waver Services Pre-Screening Plan of Care 76 

DMAS 96 – Medicaid Funded LTC Pre-Admission Screening Authorization 77 

Virginia Uniform Assessment Instrument 78-90 

MICC Maternity Risk Screen 91 

MICC Infant Risk Screen 92 

MICC Maternal and Infant Care Coordination Record 93 

MICC Pregnancy Outcome Report 94 

MICC Infant Outcome Report 95 
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Sample UB-92 Claim Form 
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Sample HCFA-1500 Claim Form 
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Sample ADA (Dental) 1999 Claim Form 
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Sample ADA (Dental) 1994 Claim Form 
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Sample ADA (Dental) 2002 Claim Form 
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Sample Title XVIII (Medicare) Deductible and Coinsurance Invoice 
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Sample Title XVIII (Medicare) Adjustment Form 
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Sample VDMAS Pharmacy Claim Form 
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Sample VDMAS Compound Prescription Pharmacy Claim Form 
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Sample VDMAS Claim Attachment Form 
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Sample HCFA CMS 1500 
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Sample UB04 
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Sample DMAS 113A Medicaid HIV Waiver Services Pre-Screening Assessment 
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Sample DMAS 113A Medicaid HIV Waiver Services Pre-Screening Assessment 
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Sample DMAS 113A Medicaid HIV Waiver Services Pre-Screening Assessment 
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Sample DMAS 113B Medicaid HIV Waiver Services Plan of Care 
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Sample DMAS 96 Medicaid Funded LTC Pre-Admission Screening Authorization 
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Sample Virginia Uniform Assessment Instrument 
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Sample Virginia Uniform Assessment Instrument 
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Sample Virginia Uniform Assessment Instrument 
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Sample Virginia Uniform Assessment Instrument 
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Sample Virginia Uniform Assessment Instrument 

Confidential and Proprietary Page 82 
 



Document Scanning and Data Correction – VAMMIS Procedure Manual 
 

 

Sample Virginia Uniform Assessment Instrument 
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Sample Virginia Uniform Assessment Instrument 
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Sample Virginia Uniform Assessment Instrument 
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Sample Virginia Uniform Assessment Instrument 
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Sample Virginia Uniform Assessment Instrument 
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Sample Virginia Uniform Assessment Instrument 
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Sample Virginia Uniform Assessment Instrument 
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Sample Virginia Uniform Assessment Instrument 
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Sample MICC Maternity Risk Screen 
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Sample MICC Infant Risk Screen 
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Sample VDMAS Maternal and Infant Care Coordination Record 
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Sample VDMAS Pregnancy Outcome Report 
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Sample VDMAS Infant Outcome Report 
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Appendix B Daily Log Report 

 

Daily Log Report 
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Daily Log Report 
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Daily Log Report 
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Daily Log Report 
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Daily Log Report 
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Daily Control Log 
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Daily Log Report 
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Daily Log Report 
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Daily Log Report 
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Appendix C Data Capture Instructions 
The instructions listed below are utilized in capturing data to allow processing of claims data for 
the Commonwealth of Virginia. 

Form Name Page 

Pharmacy 106 

Pharmacy Compound 108 

TITLE XVIII (Medicare) 109 

TITLE XVIII (Medicare) Adjustment 111 

CMS-1500 114 

HCFA-1500 117 

UB92 120 

UB04 125 

ADA 1999-2000 132 

ADA 2002 134 

ADA 1994 136 

Claim Attachment Number 138 

 

Pharmacy 

Data Element Name Block # Comments 

ICN-Number ICN Automatically populated. Not a keyed field. 

Billing-Provider-No 1 Enter out of the field when blank or nonnumeric 
characters such as alpha or special characters are 
coded. Data not falling within the validity check will 
require rekeying. When too long or too short, key as 
much as you can. 

Patient-Name 2 Key the first 5 characters. Ignore punctuation. 

Enrollee-ID 3 Alpha characters are invalid and should not be 
keyed. If too long or too short, key as much as you 
can ignoring alpha characters. Enter out of the field 
when blank. Data not falling within the validity 
check will require re-keying. 

Enrollee-DOB 5 Key in MMDDYY format. 

Level-Of-Service 6 Data not falling within the validity check will require 
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Pharmacy 

Data Element Name Block # Comments 
re-keying. 

Days-Supply 7 Only numeric values are allowed. 

Refill-Code 8 Only numeric values are allowed. 

DAW 9 Valid entries are 0-9, and blank. 

Patient-Location 10 Data not falling within the validity check will require 
re-keying. 

Adjustment Reason 11 Only numeric values are allowed. 

Former ICN-No 12 Alpha and numeric characters are allowed.Ignore 
special characters. 

Prescription-Number 13 Only numeric values are allowed. If too long or too 
short, key as much as you can. 

Date-Dispensed 14 Key in MMDDYY format. 

NDC 15 Only numeric values are allowed. 

Metric-Quantity Quantity 16a Key everything in front of the preprinted bar. 

Metric-Quantity Decimal 16b Key everything behind the preprinted bar. 

Unit Dose IND 17 Data not falling within the validity check will require 
re-keying. 

Copay-Exempt 18 Data not falling within the validity check will require 
rekeying. 

PA-Number 19 Only numeric values are allowed. 

Prescribing-Physician 20 Enter out of the field when blank or nonnumeric 
characters are coded. Data not falling within the 
validity check will require re-keying. 

Diagnosis-Code 21 Ignore decimal points. Data not falling within the 
validity checks will require rekeying. 

Billed-Charge 22 Key numeric values as coded. 

COB-Indicator 23 Data not falling within the validity checks will 
require re-keying. 

Third-Party-Payment 24 Key numeric values as coded. 

Disp-Stat-Cval 25 Data not falling within the validity check will require 
re-keying. 

Qty Intended To Be Dispensed 26 Key numeric values as coded. 

Intended Days Supply 27 Key numeric values as coded. 
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Pharmacy 

Data Element Name Block # Comments 

Associated Rx Number 28 Key numeric values as coded. 

Associated Date Dispensed 29 Key numeric values as coded. 

Attachment/Remarks Indicator 30 1= Remarks 2= No Remarks 

 

Pharmacy Compound 

Data Element Name Block # Comments 

ICN-Number DCN Automatically populated. Not a keying field. 

Adjustment-Reason 01 Only numeric values are allowed. 

Former-ICN-No 02 Alpha and numeric characters are allowed. Ignore 
special characters. 

Billing-Provider-No 04 Enter out of the field when blank or nonnumeric 
characters such as alpha or special characters are 
coded. Data not falling within the validity check will 
require re-keying. When too long or too short, key as 
much as you can. 

Level-Of-Service 05 Only numeric values are allowed. Data not falling 
within the validity check will require re-keying. 

Diagnosis-Code 06 Ignore decimal points. Data not falling within the 
validity check will require re keying. 

Copay-Exempt 07 Data not falling within the validity check will 
require re-keying 

PA-Number 08 Alpha and numeric characters are allowed. 

Enrollee-ID 09 Alpha characters are invalid and should not be 
keyed. If too long or too short, key as much as you 
can ignoring alpha characters. Enter out of the field 
when blank. Data not falling within the validity 
check will require re-keying. 

Patient-Name 10 Key the first 5 characters. Ignore punctuation. 

Enrollee-DOB 12 Key in MMDDYY format. 

Prescribing-Physician (Rx #) 13 Enter out of the field when blank. Ignore alpha 
characters. Data not falling within the validity check 
will require re-keying. When too long or too short, 
key as much as you can. 

Prescription-Number 14 Only numeric values are allowed. 
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Pharmacy Compound 

Data Element Name Block # Comments 

Date-Dispensed 15 Key in MMDDYY format. 

Days-Supply 16 Only numeric values are allowed. 

Refill-Code 17 Only numeric values are allowed. 

Patient-Location 18 Only numeric values are allowed. 

NDS 19 Only numeric values are allowed 

DAW 20 Valid entries are 0-9 and blank. 

Metric-Quantity 22a Only numeric values are allowed. 

Metric-Decimal-Quantity 22b Only numeric values are allowed 

COB-Indicator 23 Only numeric values are allowed. Data not falling 
within the validity check will require re- keying 

Third-Party-Payment 24 Key numeric values as coded. 

Billed-Charge 25 Key numeric values as coded. 

Attachment/Remark-Indicator 26 1=Remarks, 2=No Remarks 

Notes:   

 

Title 18 

Data Element Name Block # Comments 

ICN-Number ICN Automatically Populated - Not a keyed field . 

Billing-Provider Number 01 Enter out of the field when nonnumeric characters 
such as alpha or special characters are coded. Data 
not falling within the validity checks of 7, 9 or 10 
digits will require rekeying. Leading zeroes must be 
keyed when coded. 

Patient-Name 02 Key in the first 5 characters. Ignore all punctuation. 

Recipient ID Number 4 *Alpha characters are invalid and should not be 
keyed. If too short or too long, key as much as you 
can ignoring alpha characters. 

Patient-Acct-Number 5 Ignore punctuation. 

Rendering Provider Number 6 Enter out of the field when nonnumeric characters 
such as alpha or special characters are coded. Data 
not falling within the validity checks of 7, 9 or 10 
digits will require rekeying. Leading zeroes must be 
keyed when coded. 
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Title 18 

Data Element Name Block # Comments 

Special (TDO/ECO) Processing 
Indicator 

Space above 
Blocks (13) and 

(14) 

This is an auto skip field that is only used for special 
processing. 

COB-Code 7 Key the numeral that is printed to the right of the 
marked checkbox. 

Key For 

2 No Other Coverage 

3 Billed and Paid 

5 Billed No Coverage  
Type Of Coverage - Medicare 8 If the Type of Coverage block is checked key a B. 

Enter out of the field when blank. 

Medicare-Diagnosis - CD 9 If more than one code is coded, key the first code. If 
too long, key as much as you can. Ignore 
punctuation. 

Place-Of-Treatment 10 Data not falling within the validity checks will 
require rekeying. 

Indicator: Accident, Emergency, 
Other Accident 

11 All 3 boxes in Form Locator 11 will be keyed as one 
field. The first checked box will take precedence, 
i.e., if the ACC box is checked and so is the EMER 
box, only the ACC check will count. Enter out of the 
field when blank. 

Type-Of-Service 12 Data not falling within the validity checks will 
require rekeying. Alpha and numeric characters are 
valid. 

Princ-Proc-Code 13 Key as coded. If 7 digits are coded key the first 5 as 
the procedure code and the next 2 as the modifier. 
Data not falling within the validity checks will 
require rekeying. 

Proc-Modifier 13A The modifier should be coded behind the preprinted 
line of Block 13. Data not falling within the validity 
checks will require rekeying. 

UVS 14 Valid entries are 00000 thru 99999. Any entry over 
999 will require rekeying. 

Servc-From-Date 16.1 This date must be entered in the MMDDYY (month, 
day, and year) format.The month and day portion of 
the date will be checked for valid entries. 
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Title 18 

Data Element Name Block # Comments 

Servc-Thru-Date 16.2 This date must be entered in the MMDDYY (month, 
day, and year) format. The month and day portion of 
the date will be checked for valid entries. 

Charges To Medicare 17 Only numeric digits allowed. 

Allowed By Medicare 18 Only numeric digits are allowed. Out of balance 
amounts will be repositioned for rekeying. 

Paid By Medicare 19 Only numeric digits are allowed. Out of balance 
amounts will be repositioned for rekeying. 

Deductible 20 Only numeric digits are allowed. Out of balance 
amounts will be repositioned for rekeying. 

Coinsurance 21 Only numeric digits are allowed. Out of balance 
amounts will be repositioned for rekeying. 

TPL-Amount 22 This field is automatically skipped. If data is coded, 
entry operator can either back up to key the coded 
data or turn the Auto Skip off before getting to this 
field. 

Patient-Pay-Amount 23 This field is automatically skipped. If data is coded, 
entry operator can either back up to key the coded 
data or turn the Auto Skip off before getting to this 
field. Key numeric values as coded. 

NDC 24 Ignore special characters such as dashes ( - ). 

Attachment/Remark Indicator 25 1 = Remarks 
2 = No Remarks 

Notes:   

 

Title 18 Adjustment/Void 

Data Element Name Block # Comments 

ICN-Number ICN Automatically Populated - Not a keyed field. 

Adjustment/Void 1 Key the code beside the box that is checked. If the 
094 code is keyed, the Void screen is displayed 
which only requires the keying of block #’s with an 
(*). If the 092 code is keyed, the Adjustment screen 
is displayed for the keying of the entire form. 

Billing-Provider-Number 2 Enter out of the field when nonnumeric characters 
such as alpha or special characters are coded. Data 
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Title 18 Adjustment/Void 

Data Element Name Block # Comments 
not falling within the validity checks of 7, 9 or 10 
digits will require rekeying. Leading zeroes must be 
keyed when coded. 

ICN/Reference Number A Alpha and numeric characters are allowed. Ignore 
special characters. 

Reason B Key numeric values as coded. 

Input Code C Key numeric values as coded. 

Patient-Name 3 Key in the first 5 characters. Ignore all punctuation. 

Recipient ID 4 *Alpha characters are invalid and should not be 
keyed. If too short or too long, key as much as you 
can ignoring alpha characters. 

Patient-Acct-Number 5 Ignore Punctuation. 

Rendering Provider Number 6 Enter out of the field when nonnumeric characters 
such as alpha or special characters are coded. Data 
not falling within the validity checks of 7, 9 or 10 
digits will require rekeying. Leading zeroes must be 
keyed when coded. 

COB-Code 7 Key the numeral that is printed to the right of the 
marked checkbox. 

Key For 

2 No Other Coverage 

3 Billed and Paid 

5 Billed No Coverage  
Type Of Coverage - Medicare 8 If the Type of Coverage block is checked key a B. 

Enter out of the field when blank. 

Medicare-Diagnosis-CD 9 If more than one code is coded, key the first code. If 
too long, key as much as you can. Ignore 
punctuation. Alpha and numeric characters are 
allowed. 

Place-Of-Treatment 10 Data not falling within the validity checks will 
require rekeying. Only numeric values are allowed. 

Indicator: Accident , Emergency, 
Other Accident 

11 All 3 boxes in Form Locator 11 will be keyed as one 
field. The first checked box will take precedence, 
i.e., if the ACC box is checked and so is the EMER 
box, only the ACC check will count. Enter out of the 
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Title 18 Adjustment/Void 

Data Element Name Block # Comments 
field when blank. 

Type-Of-Service 12 Alpha and numeric characters are valid. 

Princ-Proc-Code 13 Key as coded. If seven characters are coded key the 
first five as the procedure code and the next two as 
the modifier. Data not falling within the validity 
checks will require rekeying. Alpha and numeric 
characters are allowed. 

Proc-Modifier 13A The modifier should be the last two characters of a 
seven-character Procedure Code. When the 
Procedure Code contains five or less, enter out of the 
Modifier field. Data not falling within the validity 
checks will require rekeying. Alpha and numeric 
characters are allowed. 

UVS 14 Valid entries are 00000 thru 99999. Any entry over 
999 will require rekeying. 

Servc-From-Date 16.1 This date must be entered in the MMDDYY (month, 
day, and year) format. The month and day portion of 
the date will be checked for valid entries. 

Servc-Thru-Date 16.2 This date must be entered in the MMDDYY (month, 
day, and year) format. The month and day portion of 
the date will be checked for valid entries. 

Charges To Medicare 17 Key numeric values as coded. 

Allowed By Medicare 18 Key numeric values as coded. Out of balance 
amounts will be repositioned for rekeying. 

Paid By Medicare 19 Key numeric values as coded. Out of balance 
amounts will be repositioned for rekeying. 

Deductible 20 Key numeric values as coded. Out of balance 
amounts will be repositioned for rekeying. 

Coinsurance 21 Key numeric values as coded. Only numeric digits 
are allowed. Out of balance amounts will be 
repositioned for rekeying. 

TPL-Amount 22 This field is automatically skipped. If data is coded, 
entry operator can either back up to key the coded 
data or turn the Auto Skip (F2) off before getting to 
this field. Key numeric values as coded. 

Patient-Pay-Amount 23 This field is automatically skipped. If data is coded, 
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Title 18 Adjustment/Void 

Data Element Name Block # Comments 
entry operator can either back up to key the coded 
data or turn the Auto Skip (F2) off before getting to 
this field. Key numeric values as coded. 

NDC 24 Ignore special characters such as dashes ( - ). 

Special (TDO/ECO) Processing 
Indicator 

Beside Block 
(24) 

This is an auto skip field that is only used for special 
processing. 

 

CMS-1500 

Data Element Name Block # Comments 
ICN-Number DCN Automatically populated. Not a keying field. 

Enrollee-ID 1a *Alpha characters are invalid and should not be 
keyed. If too short or too long, key as much as you 
can ignoring alpha characters. 

Special Process Indicator 
(TDO/EDO) 

9 This is a auto skip field that is only used for special 
TDO/ECO processing. 

Pat-Cond-Empl 10a Key a 1 if the Yes box is checked and a 2 if the No 
box is checked. 

Pat-Cond-Auto 10b Key 1 if the Yes box is checked and a 2 if the No 
box is checked. 

Pat-Cond-Other 10c Key 1 if the Yes box is checked and a 2 if the No 
box is checked. 

Insured-Plan-Name 11c Ignore Punctuation; Key only when HMO Copay is 
coded. 

Insured-COB-IND 11d Key 1 if the Yes box is checked and a 2 if the No 
box is checked. If both boxes are checked, key a 1. 

Date-Of-Illness 14 This date must be entered in the MMDDYY (month, 
day, and year) format. 

Referring-Physician Qualifier 17a Key only when a qualifier of 1D is coded. 

Referring-Phys-ID 17a.1 Key this field only if the Referring-Physician 
Qualifier field (17a) is coded with a qualifier of 1D. 
If not, enter out of the field. Also enter out of the 
field when nonnumeric characters such as alpha or 
special characters are coded. Data not falling within 
the validity check of 7, 9 or 10 digits will require 
rekeying. 
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CMS-1500 

Data Element Name Block # Comments 
NPI Referring Physician 17b Enter out of the field when nonnumeric characters 

such as alpha or special characters are coded. Data 
not falling within the validity check of 7, 9 or 10 
digits will require rekeying. 

CLIA-Number 19 Key as much as you can of this alpha/numeric field, 
ignoring descriptive words. 

Principal-Diag-Code 21.1 Do not include decimal points in the key entry. 
Alpha and numeric characters are allowed. Data not 
falling within the validity check will require 
rekeying. 

Second-Diag-Code 21.2 Do not include decimal points in the key entry. 
Alpha and numeric characters are allowed. Data not 
falling within the validity check will require 
rekeying. 

Third-Diag-Code 21.3 Do not include decimal points in the key entry. 
Alpha and numeric characters are allowed. Data not 
falling within the validity check will require 
rekeying. 

Fourth-Diag-Code 21.4 Do not include decimal points in the key entry. 
Alpha and numeric characters are allowed. Data not 
falling within the validity check will require 
rekeying. 

Adjustment-Reason 22.1 Only numeric values are allowed. 

Former-ICN-No 22 .2 Alpha and numeric characters are allowed. Ignore 
special characters. 

PA-Number 23 Alpha characters are invalid. If too long, key as 
much as you can. 

Supplemental -Data 24a-24e 
(shaded) 

This field is the (clear/shaded) space above each 
line. It is a free form field which means all data 
should be keyed with no spaces. Special characters 
such as decimals are valid and should be keyed. 
Providers are instructed to code data such as 
TPL27.08 and/or N400026064871 

Srvc-From-Date 24a.1 Date must be entered in MMDDYY (month, day, 
and year) format. Month and day entries will require
rekeying when invalid. Year will require rekeying if 
older than two years. 
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CMS-1500 

Data Element Name Block # Comments 
Srvc-Thru-Date 24a.2 Date must be entered in MMDDYY (month, day, 

and year) format. Month and day entries will require
rekeying when invalid. Year will require rekeying if 
older than two years. 

Prof-Place-Of-Srvc 24b Alpha and numeric characters are allowed. Data not 
falling within the validity check will require 
rekeying. 

EMG 24c Key a 1 only if 1 or Y is coded in this field. 
Note: An X is not valid and should not be keyed. 

Princ-Proc-Code 24d.1 Alpha and numeric characters are allowed. Data not 
falling within the validity check will require 
rekeying. 

Prof-Proc-Modifier 24d.2 Screen displays one eight-position field. Alpha and 
numeric characters are allowed. Ignore special 
characters. 

Diag-Indicator 24e Normally, this field will contain combinations of the
numerals 1, 2, 3, and 4. If a diagnosis code is coded, 
key the first four positions of the diagnosis code. 

Billed-Charge 24f Key numeric values as coded. 

Units (Days) 24g When decimals are coded, key only the data to the 
left of the decimal. (ex:1.5 = 1) 

Family-Plan-IND-EPSDT 24h If Family Plan indicator includes alpha character 
and number, key the number only. Ex: 1A, you 
would key in 1 only. 

Rendering/Servicing ID Qualifier 24i 
(shaded) 

Valid qualifiers of 1D, ZZ and spaces will be 
accepted. If Block 24i is coded and 24j is not, the 
value in 24i should be keyed. 

Rend/Serv/Taxonomy ID 24J 
(shaded) 

Key this field only if Block 24i (shaded/clear) is 
coded with a qualifier of 1D or ZZ. If not, enter out 
of the field. If Bock 24i is coded with ZZ, Alpha 
characters are allowed and will be flagged for 
operator to validate. If Block 24i is coded with 1D, 
Alpha characters are not allowed and will be flagged
for operator to validate. Data not falling within the 
validity check will require rekeying. 

NPI Rendering/Servicing Provider 24J Enter out of the field when nonnumeric characters 
such as alpha or special characters are coded. Data 
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CMS-1500 

Data Element Name Block # Comments 
(White) not falling within the validity check of 10 digits will 

require rekeying. 

Patient-Acct-Number 26 Ignore punctuation; only alpha and numeric 
characters will be allowed. 

Total-Charges 28 This field is used to validate the values keyed in 
24F. 

Payment-Amount 29 Key numeric values as coded. 

Balance Due 30 Key numeric values as coded. 

Servicing Prov Zip Code 32 Ignore dashes. 

Billing Provider Zip Code 33 Ignore dashes 

NPI Billing Provider 33.a Enter out of the field when nonnumeric characters 
such as alpha or special characters are coded. Data  
not falling within the validity check of 10 digits will 
require rekeying. 

ID Qualifier 33b.1 Valid qualifiers of 1D, ZZ or spaces will be 
accepted. These codes will precede the 
Billing/Taxonomy ID. Enter out of the field when 
blank. 

Billing-Provider/Taxonomy 33b.2 Key this field only if Block 33b1 (shaded/clear) is 
coded with a qualifier of 1D or ZZ. If not, enter out 
of the field. If Bock 33b1 is coded with ZZ, Alpha 
characters are allowed and will be flagged for 
operator to validate. If Block 33b1 is coded with 1D, 
Alpha characters are not allowed and will be flagged 
for operator to validate. Data not falling within the 
validity check will require rekeying. 

Notes: 

1. In the OCR process, all lines will be moved to the top so as to be consecutive 

2.The first line will be assigned a line number of 01, the second 02, etc. 

3. Detail lines can occur 6 times. 
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Data Element Name Box # Keying Instructions 
ICN Number ICN Automatically populated. Not a keyed field. 

Serv-Prov-Zip-Code 1 Do not capture dashes. 

Patient-Acct-Number 3 Alpha and numeric characters are allowed. Special 
characters are invalid. 

Medical-Record-Number 3B Ignore punctuations. Alpha and numeric characters 
are valid. 

Bill-Type 4 Key as coded. 

Service-From-Date 6.1 This date must be entered in the MMDDYY (month, 
day, and year) format. 

Service-Thru-Date 6.2 This date must be entered in the MMDDYY (month, 
day, and year) format. 

Admission-Date 12 This date must be entered in the MMDDYY (month, 
day, and year) format. 

Hour-Of-Admission 13 Key only numeric values. 

Nature-Of-Admission 14 Key only numeric values. 

Admission-Source 15 Key only numeric values 

Hour-Of-Discharge 16 Key only numeric values 

Discharge-Status 17 Key only numeric values 

Condition-Code Occurs 11 Times. 18-28 Any data not falling within the valid entries will be 
flagged for operator intervention. Alpha and numeric 
characters are allowed. 

Accident-State 29 Key only alpha characters. 

Crossover Indicator 30 This is not a keyed field. When coded, with the word 
Crossover, the claim is processed as a Crossover 
claim using batch name UX. 

Occurrence-Fld Occurs 8 Times. 31A-34B  

Occurrence-Code 31A-34B Alpha and numeric characters are allowed 

Occurrence-From-Date 31A-34B This date must be entered in the MMDDYY (month, 
day, and year) format. 

Occurrence-Span Occurs 4 Times. 35A-36B  

Occurrence-Span-Code 35A-36B Alpha and numeric characters are allowed 

Occur-Span-From-Date 35A-36B This date must be entered in the MMDDYY (month, 
day, and year) format. 
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UB04 

Data Element Name Box # Keying Instructions 
Occur-Span-Thru-Date 35A-36B This date must be entered in the MMDDYY (month, 

day, and year) format. 

Special Process Indicator 
(TDO/ECO) 

37 Non display field. 

Value-Seq-No Occurs 12 Times.   

Value-Code 39A-41D Alpha and numeric characters are allowed. 

Value-CD-Amount 39A-41D Key data on the line that it is coded on. 

Revenue-Data Occurs 115 Times.   

Revenue-Code 42 Only numeric values are allowed. If too long, key as 
much as you can. Revenue codes should only be 
keyed when there is a dollar amount in Block 47. 

Revenue-HCPCS-Rate 44 This field is only keyed when Block 42 is coded 
with 0490 and Block 44 consists of values 10000 - 
69999. Any data not falling within the valid entries 
will be flagged for operator intervention 

Revenue-Units 46 When decimals are coded, only key the data to the 
left of the decimal. (ex: 1.5 = 1) 

Rev-Total-Charges 47 Key numeric values as coded. 

Rev-Non-Cvrd-Charges 48 Key numeric values as coded. 

Payer-ID 50 For Locator Box 50 (Payer), enter a value of A, B, or 
C to indicate the first line that names a Medicaid 
payer. If there are no Medicaid Payers, enter out of 
the field. A Medicaid Payer description can contain 
any of the following words or abbreviations: 
 MEDICAID 
 M’CAID 
 Virginia Medical Assistance Program 
 VMAP 
 VMP 
 TDO 
 SLH 
 DMAS 
 Detention 
 ECO. 

Patient-Pay-Amount 54 Occur s three times. Do not key decimal points into 
this data entry field. Key numeric values as coded. 
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UB04 

Data Element Name Box # Keying Instructions 
Ser-Provider-NPI 56 Enter out of the field when blank. Alpha characters 

are invalid. Data not falling within the 10-digit 
validity check will require rekeying. Note: Provider 
ID occurs three times - Key all three when coded. 

Prov-Enrollee-Info Occurs 3 Times   

Ser-Provider-Number 57 Enter out of the field when blank. Alpha characters 
are invalid. Data not falling within the 7, 9 or 10 
digit validity check will require rekeying. 

Enrollee-ID 60 Occurs three times. Enter out of the field when non-
numeric characters are coded. 

PA-Number Occurs 3 Times. 
(Treatment Authorization Codes) 

63 Enter out of the field when blank. Data not falling 
within the 9 or 11 digit validity check will require 
rekeying. 

Former-ICN-No Occurs 3 Times. 64A, 64B, 64C Within Locator Box 64, up to three Former ICN 
numbers may be entered on lines A, B, and C. Key 
all ICN numbers entered into Locator Box 64. Alpha 
and numeric characters are allowed. During the 
OCR process any numbers not read as 10 or 16 
digits will be flagged for operator intervention. 

Princ-Diag-Code 67 Do not key decimal points into this data entry field. 

Princ-Diag-Code-POA 67 
Shaded Area 

Valid entries are blank, Y, N, U, W. 

Secnd-Diag-Code 67A Do not key decimal points into this data entry field. 

Secnd-Diag-Code-POA 67A 
Shaded Area 

Valid entries are blank, Y, N, U, W. 

Third-Diag-Code 67B Do not key decimal points into this data entry field. 

Third-Diag-Code-POA 67B 
Shaded Area 

Valid entries are blank, Y, N, U, W. 

Fourth-Diag-Code 67C Do not key decimal points into this data entry field. 

Fourth-Diag-Code-POA 67C 
Shaded Area 

Valid entries are blank, Y, N, U, W. 

Fifth-Diag-Code 67D 
Shaded Area 

Do not key decimal points into this data entry field. 

Fifth-Diag-Code-POA 67D 
Shaded Area 

Valid entries are blank, Y, N, U, W. 
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UB04 

Data Element Name Box # Keying Instructions 
Sixth-Diag-Code 67E Do not key decimal points into this data entry field. 

Sixth-Diag-Code-POA 67E 
Shaded Area 

Valid entries are blank, Y, N, U, W. 

Seventh-Diag-Code 67F Do not key decimal points into this data entry field. 

Seventh-Diag-Code-POA 67F 
Shaded Area 

Valid entries are blank, Y, N, U, W. 

Eighth-Diag-Code 67G Do not key decimal points into this data entry field. 

Eighth-Diag-Code-POA 67G 
Shaded Area 

Valid entries are blank, Y, N, U, W. 

Ninth-Diag-Code 67H Do not key decimal points into this data entry field. 

Ninth-Diag-Code-POA 67H 
Shaded Area 

Valid entries are blank, Y, N, U, W. 

Diag-Code 10 67I Do not key decimal points into this data entry field. 

Diag-Code10-POA 67I 
Shaded Area 

Valid entries are blank, Y, N, U, W. 

Diag-Code11 67J Do not key decimal points into this data entry field. 

Diag-Code11-POA 67J 
Shaded Area 

Valid entries are blank, Y, N, U, W. 

Diag-Code12 67K Do not key decimal points into this data entry field. 

Diag-Code12-POA 67K 
Shaded Area 

Valid entries are blank, Y, N, U, W. 

Diag-Code13 67L Do not key decimal points into this data entry field. 

Diag-Code13-POA 67L 
Shaded Area 

Valid entries are blank, Y, N, U, W. 

Diag-Code14 67M Do not key decimal points into this data entry field. 

Diag-Code14-POA 67M 
Shaded Area 

Valid entries are blank, Y, N, U, W. 

Diag-Code15 67N Do not key decimal points into this data entry field. 

Diag-Code15-POA 67N 
Shaded Area 

Valid entries are blank, Y, N, U, W. 

Diag-Code16 67O Do not key decimal points into this data entry field. 

Diag-Code16-POA 67O 
Shaded Area 

Valid entries are blank, Y, N, U, W. 



Document Scanning and Data Correction – VaMMIS Procedure Manual 
 

Confidential and Proprietary Page 122 
 

UB04 

Data Element Name Box # Keying Instructions 
Diag-Code17 67P Do not key decimal points into this data entry field. 

Diag-Code17-POA 67P 
Shaded Area 

Valid entries are blank, Y, N, U, W. 

Diag-Code18 67Q Do not key decimal points into this data entry field. 

Diag-Code18-POA 67Q 
Shaded Area 

Valid entries are blank, Y, N, U, W. 

Adjustment-Reason 68A When more than one ADJ code is listed, key the 
first code. 

Adm-Diag-Code 69 Do not key decimal points into this data entry field. 
Alpha and numeric characters are allowed. 

Patient-Reason-Code(1) 70A Do not key decimal points into this data entry field. 
Alpha and numeric characters are allowed. 

Patient-Reason-Code(2) 70B Do not key decimal points into this data entry field. 
Alpha and numeric characters are allowed. 

Patient-Reason-Code(3) 70C Do not key decimal points into this data entry field. 
Alpha and numeric characters are allowed. 

Ext-Cause-Code 72A Do not key decimal points into this data entry field. 
Alpha and numeric characters are allowed. 

Ext-Cause-Code-POA 72A 
Shaded Area 

Valid entries are blank, Y, N, U, W. 

Ext-Cause-Code(2) 72B Do not key decimal points into this data entry field. 
Alpha and numeric characters are allowed. 

Ext-Cause-Code-POA(2) 72B 
Shaded Area 

Valid entries are blank, Y, N, U, W. 

Ext-Cause-Code(3) 72C Do not key decimal points into this data entry field. 
Alpha and numeric characters are allowed. 

Ext-Cause-Code-POA(3) 72C 
Shaded Area 

Valid entries are blank, Y, N, U, W. 

Princ-Proc_Code 74.1 Alpha/numeric data not falling within the valid 
entries will require rekeying. 

Princ-Proc-Date 74.2 This date must be entered in the MMDDYY (month, 
day, and year) format. 

Other1-Proc-Code 74A.1 Alpha/numeric data not falling within the valid 
entries will require rekeying. 

Other1-Proc-Date 74A.2 This date must be entered in the MMDDYY (month, 
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UB04 

Data Element Name Box # Keying Instructions 
day, and year) format. 

Other2-Proc-Code 74B.1 Alpha/numeric data not falling within the valid 
entries will require rekeying. 

Other2-Proc-Date 74B.2 This date must be entered in the MMDDYY (month, 
day, and year) format. 

Other3-Proc-Code 74C.1 Alpha/numeric data not falling within the valid 
entries will require rekeying 

Other3-Proc-Date 74C.2 This date must be entered in the MMDDYY (month, 
day, and year) format. 

Other4-Proc-Code 74D.1 Alpha/numeric data not falling within the valid 
entries will require rekeying 

Other4-Proc-Date 74D.2 This date must be entered in the MMDDYY (month, 
day, and year) format. 

Other5-Proc-Code 74E.1 Alpha/numeric data not falling within the valid 
entries will require rekeying 

Other5-Proc-Date 74E.2 This date must be entered in the MMDDYY (month, 
day, and year) format. 

Attn Dg-Phys-ID-NPI 76.1 Only numeric values are allowed. 

Attndg-Phys-ID Qualifier 76.2 Field is not captured. (Non Display) 

Attndg-Phys-ID 76.3 Enter out of the field when blank. Data not falling 
within the 7, 9 or 10 digit validity check will require 
rekeying. 

Other1-Phys-ID-NPI 78.2 Only numeric values are allowed 

Other1-Phys-ID Qualifier 78.3 Field is not captured. (Non Display) 

Other1-Phys-ID 78.4 Enter out of the field when blank. Data not falling 
within the 7, 9 or 10 digit validity check will require 
rekeying. 

Other2-Phys-ID-NPI 79.2 Only numeric values are allowed 

Other1-Phys-ID Qualifier 79.3 Field is not captured. (Non Display) 

Other2-Phys-ID 79.4 Enter out of the field when blank. Data not falling 
within the 7, 9 or 10 digit validity check will require 
rekeying. 

Taxonomy Identifiera 81a1-81d1 Key only if Blocks 81a1-81d1 are coded with B3. If 
more than one B3 is coded, key the first coded 
block. 
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UB04 

Data Element Name Box # Keying Instructions 
Service Provider Taxonomy 81A2-81D2 Alpha and numeric values are allowed. Ignore 

special characters. 

Attachment/Remarks Indicator 80 If remarks are coded key a 1. If no remarks are 
coded, key 2. 

NOTES: 

1. Up to 5 pages can be keyed as a multi-page claim. 

2. There is an edit on all date fields that will position you back to the beginning of the field if the keyed 
year is 2 years or greater than the current year. 

 
 

ADA 1999-2000 

Field Name Block # Comments 

ICN  Automatically Populated - Not a keyed field . 

Trans-Type 1 Key a 1 if Dentist's pre-treatment estimate is 
checked. Key a 2 if Dentist's statement of actual 
services is checked. 

Preauthorization Number 2 Ignore Punctuation. Alpha and numeric characters 
are allowed. 

Adjustment-Reason 12 Only numeric values are allowed. 

Former ICN 13A Valid entries are either 10 or 16 characters. Alpha 
characters are valid. Ignore special characters. Data 
not falling within the validity checks will require 
rekeying. 

Patient-Acct-Number 13B Alpha and numeric characters are allowed. Ignore 
punctuation. 

Pat-Is-Spouse-To-Insr 17.1 Key a 1 if Self is checked within Locator Box 17. 
The export program will translate the value keyed to 
a Y in the correct position and put an N in each of 
the other positions. 

Pat-Is-Spouse-To Insr 17.2 Key a 2 if Spouse is checked within Locator Box 17. 
See Above. 

Pat-Is-Child-To-Insr 17.3 Key a 3 if Child is checked within Locator Box 17. 
See Above. 

Pat-Is-Other-To-Insr 17.4 Key a 4 into this field if Other is checked within 
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ADA 1999-2000 

Field Name Block # Comments 
Locator Box 17. See Above. 

Enrollee-ID (Patient ID) 19 If the value keyed is not valid, the cursor is 
positioned back to the beginning of the field; the 
field will be accepted when the same data has been 
keyed twice. When blank, key a zero and enter out 
of the field. If too long or too short, key as much as 
you can ignoring alpha characters. 

Provider-Number 44 Enter out of the field when nonnumeric characters 
are coded. If too many digits are coded, key as much
as you can. If the value keyed is not in the valid 
entries for this field, the data entry operator will be 
positioned back to the beginning of the field. The 
field will be accepted when the same data has been 
keyed twice. 

Empl-Accident - Occupational 
Related 

56 Key a 1 if the No column is checked and a 2 if the 
Yes column is checked. 

Auto-Accident 57.1 If Auto Accident column is checked, key a 1, 
otherwise leave blank. 

Other-Accident 57.2 If Other Accident column is checked, key a 1, 
otherwise leave blank. 

Service-From-Date 59A The date must be entered in the MMDDYY (month, 
day, and year) format. 

Dental-Tooth-Code 59B If the value keyed is not valid, the cursor is 
positioned back at the beginning of the field; the 
field will be accepted when the same data has been 
keyed twice. 

Surface-Code Occurs 5 Times 59C Valid entries for any position of this field are 
MODFLBI. Any other value will require the field to 
be rekeyed. 

Procedure-Code 59E Data not falling within the validity checks will 
require rekeying. 

Units (QTY) 59F This field is set up to skip; any value other than 1 
will require the operator to back up to key into this 
field. 

Billed-Charge 59H Key numeric values as coded.. 

ADA-TPL 59I This field is located under the heading Admin. Use 
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ADA 1999-2000 

Field Name Block # Comments 
Only. Key when coded. 

Total-Billed Charges 59J The data keyed in this field will be compared to the 
data keyed in Block 59H. If the amounts do not 
balance, all fields referenced will be flagged for 
review in the Remove Flags step. If blank key a zero
and enter. Key numeric values as coded. 

Remarks/Attachment Indicator 61 If remarks are coded, key a 1. If not, key a 2. 

Request-Date 62C This date must be entered in the MMDDYY (month,
day, and year) format. 

Serv-Prov-Zipcode 66 Do not key dashes (-). 

Note: 

If more than 8 lines are coded, reject the document. 

 

ADA 2002 

Field Name Block # Comments 

ICN  Automatically Populated - Not a keyed field. 

Type of Transaction 1 Key a 1 into this field if Statement of Actual 
Services is checked. Key a 2 into this field if 
Request for Predetermination/Preauthorization is 
checked. 

Preauthorization Number 2 Ignore Punctuation. Alpha and numeric characters 
are allowed. 

Enrollee ID (Patient ID) 15 If the value keyed is not valid, the cursor is 
positioned back to the beginning of the field; the 
field will be accepted when the same data has been 
keyed twice. When blank, key a zero and enter out 
of the field. If too long or too short, key as much as 
you can ignoring alpha characters. 

Pat-Is-Self-To-Insr 18.1 Key a Y into this field if Self is checked within 
Locator Box 18. The data for Block 18 will be keyed 
as a single 1 position field. The data entry operator 
will key a 1 for Self, 2 for Dependent Child, 3 for 
Spouse, or 4 for Other. The export program will 
translate the value keyed to a Y in the correct 
position and put an N in each of the other positions. 
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ADA 2002 

Field Name Block # Comments 

Pat-Is-Spouse-To-Insr 18.2 Key a Y into this field if Spouse is checked within 
Locator Box 18. See Above. 

Pat-Is-Child-To-Insr 18.3 Key a Y into this field if Dependent Child is 
checked within Locator Box 18. See Above. 

Pat-Is-Other-To-Insr 18.4 Key a Y into this field if Other is checked within 
Locator Box 18. See Above. 

ADJ RSN 21 Only numeric values are allowed. 

Former ICN 23A Valid entries are either 10 or 16 characters. Alpha 
characters are valid. Ignore special characters. Data 
not falling within the validity checks will require 
rekeying. 

Patient Account Number 23B Alpha and numeric characters are allowed. Ignore 
punctuation. 

Service From Date 24 This date must be entered in the MMDDYY (month, 
day, and year) format. 

Tooth Code 27 If the value keyed is not valid, the cursor is 
positioned back at the beginning of the field; the 
field will be accepted when the same data has been 
keyed twice. 

Surface Code (Occurs 5 Times) 28 The valid entries for any position of this field are 
MODFLBI. Any other value entered will require the 
field to be rekeyed. 

Princ-Procedure-Code 29 Data not falling within the validity checks will 
require rekeying. 

Billed Charge 31 Key numeric values as coded. 

Total Billed Charge 33 The data keyed in this field will be compared to the 
data keyed in Block 31. If the amounts do not 
balance, all fields referenced will be flagged for 
review in the Remove Flags step If blank key a zero 
and enter. Key numeric values as coded. 

Remarks/Attachment Indicator 35 If remarks are coded, key a 1 If not, Key a 2. 

Occupation Related 45.1 Key a 1 into this field if Occupational 
illness/injury is checked. Leave blank if not 
checked. 

Auto Accident 45.2 Key a 1 into this field if Auto Accident is checked. 
Leave blank if not checked. 
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ADA 2002 

Field Name Block # Comments 

Other Accident 45.3 Key a 1 into this field if Other Accident is checked. 
Leave blank if not checked. 

Request Date 53B This date must be entered in the MMDDYY (month, 
day, and year) format. 

Provider ID 54 Key a zero and enter out of the field when non 
numeric characters are coded. If the value keyed is 
not in the valid entries for this field, the data entry 
operator will be positioned back at the beginning of 
the field. The field will be accepted when the same 
data has been keyed twice. If too many digits are 
coded, key as much as you can. 

Serv-Prov-Zipcode 56* Do not key dashes (-). 

Note: 

If more than 10 lines are coded, reject the document. 

 

ADA 1994 

Data Element Name Block # Comments 

ICN-Number ICN Automatically Populated - Not a keyed field. 

Provider-Number 1 Enter out of the field when nonnumeric characters 
are coded. If too many digits are coded, key as much 
as you can. If the value keyed is not in the valid 
entries for this field, the data entry operator will be 
positioned back to the beginning of the field. The 
field will be accepted when the same data has been 
keyed twice. 

PA-Number (Preauthorization 
Number) 

2 The PA Number is above the Patient ID (Enrollee 
ID) block. Given the close proximity of information 
in Locator Box 2, there is the strong possibility that 
entries will not be aligned with their respective 
header lines. If there are two values entered into 
Locator Box 2, the first value is to be entered as the 
PA Number. The second value is to be entered as the 
Patient ID (Enrollee ID). Alpha and numeric 
characters are allowed. Ignore punctuation. 

Enrollee-ID (Patient ID) 2 The Patient ID (Enrollee ID) Is located in Locator 
Box 2 under the PA-Number. Given the close 



Document Scanning and Data Correction – VAMMIS Procedure Manual 
 

Page 129 First Health Services Corporation 
 

ADA 1994 

Data Element Name Block # Comments 
proximity of information in Locator Box 2, there is 
the strong possibility that entries will not be aligned 
with their respective header lines. If there are two 
values entered into Locator Box 2, the first value is 
to be entered as the PA Number. The second value is 
to be entered as the Enrollee ID. If only one value is 
entered into Locator Box 2, that one value is to be 
entered as the Patient ID (Enrollee-ID). If the value 
keyed is not valid, the cursor is positioned back at 
the beginning of the field; the field will be accepted 
when the same data has been keyed twice. When 
blank, key a zero and enter out of the field. If too 
long or too short, key as much as you can ignoring 
alpha characters. 

Trans-Type 3 Valid entries will be 000, 180, 181, 182, and 184. 
Any value keyed which is not one of the valid 
entries will require rekeying by the entry operator. 

Pat-Is-Self-To-Insr 5.1 Key a 1 if Self is checked within Locator Box 5. The 
export program will translate the value keyed to a Y 
in the correct position and put an N in each of the 
other positions. 

Pat-Is-Spouse-To-Insr 5.2 Key a 3 if Spouse is checked within Locator Box 5. 
See Above. 

Pat-Is-Child-To-Insr 5.3 Key a 2 if Dependent Child is checked within 
Locator Box 5. See Above. 

Pat-Is-Other-To-Insr 5.4 Key a 4 if Other is checked within Locator Box 5. 
See Above. 

Adjustment-Reason 7 Only numeric values are allowed. 

Former-ICN-No 8 Valid entries are either 10 or 16 characters. Alpha 
characters are valid. Ignore special characters. Data 
not falling within the validity checks will require 
rekeying. 

Patient-Acct-Number 10 Punctuation will be ignored 

Empl-Accident – Occupational 
Illness 

30 Key a 1 if the No column is checked and a 2 if the 
Yes column is checked. 

Auto-Accident 31 Key a 1 if the No column is checked and a 2 if the 
Yes column is checked. 
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ADA 1994 

Data Element Name Block # Comments 

Other- Accident 32 Key a 1 if the No column is checked and a 2 if the 
Yes column is checked. 

Dental-Tooth-Code 37A If the value keyed is not valid, the cursor is 
positioned back at the beginning of the field; the 
field will be accepted when the same data has been 
keyed twice. 

Dental-Surface-Code Occurs 5 
Times 

37B Valid entries for any position of this field are 
MODFLBI. Any other value will require the field to 
be rekeyed. Numeric values are not allowed. 

Service-From-Date 37D This date must be entered in the MMDDYY (month, 
day, and year) format. 

Units (Proc #) 37E This field is set up to skip; any value other than 1 
will require the operator to back up to key into this 
field. 

Procedure-Code 37F Data not falling within the validity checks will 
require rekeying. 

Billed-Charge 37G Key numeric values as coded.. 

De-Claim-ADA-TPL 37H Key numeric values as coded. 

Total-Billed-Charges 41 The data keyed in this field will be compared to the 
data keyed in Block 37G. If the amounts do not 
balance, all fields referenced will be flagged for 
review in the Remove Flags step. If blank key a zero 
and enter. Key numeric values as coded. 

Remarks/Attachment Indicator 38 If remarks are coded, key a 1 If not, key a 2 

Serv-Prov-Zipcode 40* Do not key dashes (-). 

Note: 

If more than 15 lines are coded, reject the document. 

 

Claim Attachment Number 

Data Element Name Block# Comments 

Patient Account Number 1A Ignore spaces, punctuations and special characters. 

Date of Service 1B  

Sequence Number 1C  
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